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PRE-WAR Quality and POST-WAR Design! 


Demand for this all-new Smith-Corona 

Office Typewriter is terrific. It really 

has the rugged qualities of pre-war construction 

and materials—p/us the many advantages achieved 

by post-war engineering, design and other improvements. Secretaries love 

this all-new ‘‘Ezghty- Eight’’—for its many new and exclusive features— 
for its brand new tireless “touch,” its speed and its fine “write.” 


See this too...another brand new model...the Smith-Corona Carbon-Ribbon Typewriter 


You'll be amazed at the Carbon-Ribbon “write” of 
this new Smith-Corona Carbon-Ribbon Typewriter. 
For very special correspondence and reports, and 
for reproduction by offset, photolith, etc. — its 
print-like “write” is really handsome. Interchange 
with regular ribbon is easy and quick. 


Smith - Corona inc Syracuse 1 N Y Canadian factory and offices: Toronto, Ontario. Makers also of famous 
Smith-Corona Portable Typewriters, Adding Machines and Cash Registers, Vivid Duplicators, Ribbons and Carbons. 
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Office Publications Co. fit Madison ‘ave. Kew Yon tort te IX, Acgeptance te speation, 34 4 PLER, a 
"Vosuntes oka Granda: teetbecn eas Deities pe rae ~ ora years, Hs . 








REDUCING 
OVERHEAD 


«ine QINAZING 


INSERTING & 
MAILING MACHINE 


Small wonder we receive such high praise — Inserting 
& Mailing Machine cuts mailing costs as much as 80%! 
It replaces dozens of clerks and much old-fashioned 
equipment—cuts pay- 
rolls, saves office 
space, reduces over- 
head. At a speed of 
3,500 to 4,500 fin- 
ished pieces per hour, 
it gathers and inserts 
1 to 8 enclosures, 
seals envelope, me- 
ters postage or prints 
indicia, counts and 
stacks the mail. 
Write for folder 
“Reducing Mailing 
Costs by 80%”. 


INSERTING AND MAILING MACHINE COMPANY 
Phillipsburg, New Jersey 


© COUPON e 


INSERTING AND MAILING MACHINE CO., Dept. OF. 
PHILLIPSBURG, NEW JERSEY 


66 

Your machine is 
@ great money 
and time-saver.” 


United Business Service 
Boston, Mass. 


it has eliminated 
the need of a dozen 
overtime workers.” 


Central Nat'l Bank 
of Cleveland 
Cleveland, Ohio 


66 


This machine results 
in savings of mary 
thousands of 
dollars.” 


Equitable Life Assurance 
S 


Soc. of U.S. 
New York, New York 


To meet tight mail- 
ing schedules...one 
machine we could 
not be without.” 


O. M. Scott & Sons Co. 
Marysville, Ohio 


(0 Send booklet—Reducing Mailing () We would like to test the economy 
Costs by 80%. of the Inserting & Mailing Machine. 


Individual 
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GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 
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It’s new * 
S 
Permanent Poa 
Ses almost disa 





“4 ‘ Here’s an all-new tape that does a 
Wont chrink.. near-invisible mending job on documents, 
books, office records. It’s ideal for taping 

Ne 4 clo df, riders and endorsements on policies and 
ON t U eee valuable papers...completely shrinkproof, 

it stays crystal clear, won’t ooze adhesive 


; / ! A d ite it ith ncil 
Wont 002€ , ering you can write on it with penci 


Your office supplier has “Scotch” 810 Permanent Mending Tape in handy 
1296-inch rolls. See him today for a supply of this wonder-working tape ! 


REG U.S PAT. OFF 


Permanent Mending Tape 


The term “Scotch” and the plaid design are registered trademarks for the more than 300 pressure- 

sensitive adhesive tapes made in U.S.A. by Minnesota Mining and Manufacturing Co., St. Paul, % 
Minn. —also makers of “‘Scotch’’ Sound Recording Tape, ‘‘Underseal’’ Rubberized Coating, § % 
“Scotchlite” Reflective Sheeting, ‘‘Safety-Walk”’ Non-slip Surfacing, 3M” Abrasives, “3M” ye 
Adhesives. General Export: 122 E. 42nd St., New York 17, N, Y. In Canada: London, Ont., Can. 
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OFFICE MANAGEMENT 


IN GOVERNMENT 





The Army’s Kansas City 
Records Center 


HE Kansas City Records Center is 

a facility established and operated 

by the Adjustant General of the 
Army for the purpose of maintaining 
and administering records of long-time 
or permanent value which are no longer 
required by Army headquarters, com- 
mands, installations, and units function- 
ing outside the Washington, D. C., area. 
This facility also maintains and adminis- 
ters similar records of field elements of 
the Department of the Air Force. 

The center was activated on Oct. 1, 
1948 as an activity under the jurisdic- 
tion of the Adjustant General who exer- 
cises overall supervision of the Army’s 
records administration program. It is 
located in Kansas City, Mo., approxi- 
mately 85 miles from the geographical 
center of the U.S. Its principal opera- 


tions are concerned with the receipt, 
processing, storage and servicing of or- 


ganizational records including contract 
records and certain personnel and medi- 
cal records of non-military personnel. 
Since its activation, the Kansas City 
Records Center has received records 
from approximately 25,000 Army and 
Air Foree organizations throughout the 
world. The systematic disposal of records 
which have become eligible for destrue- 
tion or salvage has kept pace with the 
volume of records received. Approxi- 
mately $35,000 annually has been real- 
ized from the sale of wastepaper 
through salvage of useless records. 
The making and keeping of records 
have been recognized as the largest 
single administrative expense of the 
Federal Government. The Adjustant 
General has taken effective steps to re- 
duce records costs in the Army by re- 
moving records from expensive office 
space and filing equipment as soon as 


The Army's Records 
Center at Kansas 
City, Mo., is not far 
from the geographi- 
cal center of the 


U. S. 
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Office area at the Army's Records Center 


the records are no longer required by 
the creating activity. In this area of 
records management the Kansas City 
Records Center has played a prominent 
role. The annual cost of storing a linear 
foot of records in normal office space is 
approximately $2.50, while the annual 
cost of storing a linear foot of records 
in the center is less than $1, using in- 
expensive wood and cardboard boxes, 

Since the activation of the Kansas 
City Records Center, more than 497,000 
linear feet of records have been trans- 
ferred there. As a result, an equal 
number of square feet of office space 
has been released for other use. More 
important, approximately 83,000 four- 
drawer filing cabinets have been re- 
leased for reuse. Replacement value of 
these cabinets exceeds $3,700,000. 

One of the most interesting operations 
at the Records Center is servicing official 
reference requests of which an average 
of 1000 are received weekly. Typical 
examples are requests for statistics or 
data vital to research or to planning 
future military operations, information 
required in connection with investiga- 
tions conducted by the FBI, documents 
essential to settling claims for or against 
the Government, medical records needed 
as an aid to further treatment, and 
operation reports on which to base mili- 
tary histories. 

A major service operation currently 
rendered by the center concerns the re- 
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audit program of World War II trans- 
portation accounts. This program was 
initiated in September 1948 by the Gen- 
eral Accounting Office at the direction 
of Congress to recover overpayments 
made to the common carriers of Govern- 
ment freight. It was estimated that the 
project would involve the re-audit of 
7,500,000 vouchers covering 40,000,000 
bills of lading utilized during World 
War II. The General Accounting Of- 
fice anticipates that the program will be 
completed within ten years from date of 
initiation, and that during that period 
the Army could expect to service 2,- 
000,000 inquiries from that office and 
the carriers. 

Normally, information that is ur- 
gently needed can be provided within 
an hour. Following is an example of 
the expeditious and worthwhile utiliza- 
tion of the records in the custody of the 
eenter. A few years ago a disastrous 
fire almost demolished the Army pier 
and dock’s at Tom’s Cove, Baltimore. It 
was immediately apparent that a_re- 
construction job was inevitable. As the 
result of a long-distance telephone call 
from the Corps of Engineers of that 
area to the Records Center, the original 
plans and drawings of the pier were on 
their way within eight hours. The 
orderly preservation and the immediate 
availability of these relatively old plans 
and drawings saved the Army thousands 
of dollars and months of delay in restor- 


te 


Unpacking records in the Kansas City Center. 





Processing incoming Army records. 


ing service at the pier. 

Of course all the activities and services 
pertormed at the Records Center are not 
as dramatic or as broad in application 
as the above example. But to the Army 
unit or that needs the in 
formation, each request is important and 


installation 


servicing each request is essential to the 
overall day by day 
Department of the 
In certain 
tion cannot be 


operations of the 
Army. 

administrative ae- 
taken at the center and 
it becomes necessary to lend the records. 
During the past fiscal year over 2000 in- 
dividual loans of records were made for 
official purposes. Loans ranged in quan 
tity from a single document of one page 
to 12 records boxes containing approxi- 
mately 60,000 pages. Contract files con- 
stitute the major portion of the records 
loaned. In addition, facilities are avail 
able to provide on-the-spot use of needed 
information to official visitors who eall 
in person. The presence of Army and 
Air Force research teams is very com- 
mon. 

Trained archives assistant and records 
analysts under the direction of the 
archivist of the center, study, analyze 
and evaluate groups of records to deter- 
mine their legal, fiscal, historical or re- 
search values. Based upon these evalua- 
tions, recommendations for new disposal 
standards and for changes to existing 
standards are submitted for the ultimate 
approval of Congress. This procedure 
results in the earliest possible disposal 


CAUSES, 


of unneeded records, yet protects the 
best interests of the public, the Govern- 
ment and the Army. At the same time 
shipments of files to the center are care- 
fully controlled to insure that maximum 
disposal is made within the field. 

The lack of trained and qualified per- 
sonnel in the relatively new field of 
records management has presented a real 
problem in the development and ad- 
ministration of the Army’s records pro- 
gram. To alleviate this condition, a 
management school estab- 
lished at the center to train personnel 
from Army installations throughout the 
country and certain oversea commands. 
Since establishment of the school, more 
than 400 personnel have completed this 
specialized 
ment, 

In this 
officers from Army installations receive 
three weeks of intensive, comprehensive 


records was 


course in records manage 


school, records management 


training in all phases of records 
Through lecture 
of visual aids, practical on-the-job train 
ing problems and actual work assign 
ments, trainee 
knowledge necessary to conduct an effec 
tive 
his local 
sults of 


man- 


agement. SOSSIONS, USE 


each acquires the basie 


records management program at 
Already the re 
program are be 
through 


records 


installation. 
this training 
increasingly apparent 
improved 


coming 


service and reduced 


Index jo the Army's holdings at Kansas City. 
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costs, 

Whereas records management is rela- 
tively new to private business and the 
Federal Government as a whole, it is 
well advanced at the Kansas City 
Records Center. Here improved tech- 
niques and procedures for storing and 
servicing Army and Air Force records, 
better reference service, efficiency and 
economy have been achieved. In volume 
ot holdings, the Kansas City Reeords 
Center ranks second only to the Nationa! 
Archives. The value of these records 
to the Army and Air Force and the en 
tire Federal Government is 
reckoning or estimate. 


beyond 


Boxes of records on shelving. 





How Johnson Wax Office Uses 
A Small Copy Camera 


H. Q. LUNDGREN 
Photographic Director, S. C. Johnson & Son, Racine, Wis. 


HE number of offices using offset 

duplicators, Davidson and 

Multilith machines, has created a 
demand for new and better methods of 
preparing original copy for reprodue- 
tion. The reproduction operation here 
at Johnson Wax, like similar activities 
in other began with the 
minimum office 
services department. As newer and bet- 
ter methods were developed, the John- 
son operation became more productive 
and versatile. Until recently we found 
ourselves leaning heavily on the services 
of outside sources that set type, made 
negatives and offset plates. The ultimate 
aim of management, however, was to 
make our operation independent of these 
outside services with our own complete 
reproduction equipment under one root. 

Originally we were satisfied with pro- 
ducing from paper plates which could 
be directly typed or hand lettered. We 
then eliminated the need for the services 
of professional typesetters by expand- 
ing the equipment to inelude electric 


such as 


companies, 
of equipment in the 
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typewriters, Vari-Typers and various 
hand and lettering device 
This improved the quality of the finished 
job, but still left us with the ability to 
do little more than ordinary 
stencil or fluid duplieators. 
quently, the offset equipment was not 
being used to the fullest extent. The 
production of more intricate work con- 
taining photographs, charts, drawings, 
ete., still required that we send the pre 
pared copy to a_ platemaking service 
which copied the work photographically 
and supplied us with the metal printing 
plates properly exposed, developed and 
ready to run. 

For a time, this system of having our 
negatives and plates prepared outside 
was satisfactory, but to make our equip- 
ment more profitable and useful we had 
to produce more work and work of a 
greater scope. Time delays were prob- 
ably the outstanding disadvantage of 
employing outside services. There were 
also the problems of extra cost, quality 
control and just plain ineonvenience. 


mechanical 


work on 


Conse 





Then came the pre-sensitized offset plate 
which made it possible to prepare plates 
for printing with comparatively simple 
equipment and procedures. Pre-sensi- 
tized plates have done much to advance 
the reproduction function at Johnson. 
There remained, however, one more de- 
velopment to make this activity com- 
pletely independent of outside services. 
To properly expose an image, type copy, 
hand lettered copy or photographs, on 
to a pre-sensitized plate it is necessary 
to have a negative of the original. Here 
again, the average reproduction activi- 
ties were limited. 

The solution was, of course, a copy 
camera such as used by the graphic arts 
industry. Up until this time, however, 
copy cameras were large and expensive, 
needed experienced operators and usu- 
ally had an end built into the darkroom. 
Many companies began using existing 
photographie equipment, small studio 
view homemade set-ups. 
These copy limited 
the operation to small sizes, were not too 
accurate and still needed experienced 


Here 


cameras on 


homemade cameras 


photographers to operate them. 
at Johnson Wax, we solved the problem 


by purchasing, for our photographie 
section, a small copy camera that has 
been on the market only a few years. 
Our camera differs from the ordinary 
professional cameras only that it is 
easier to use, more compact and lower 
priced. This camera (the Seventeen, 
manufactured by Robertson Photo- 
mechanix, Inc., Chicago), was especially 
designed as a companion piece to offset 
duplicators and small platemaking 
equipment. The camera is built to ac- 
complish the many funetions that had 
kept reproduction departments from be- 
coming self-contained. It is capable of 
a range of enlargements and reductions. 
It will accept large sizes of both original 
copy and film. It provides great ac- 
curacy and can be operated by ordinary 
ofiice personnel. Is adaptable to almost 
any method of reproduction and is com- 
pact enongh to fit in a crowded office. 
The camera came to us as a complete 
packaged unit. Our electrician made the 
electrical connection and the 
was ready to operate. By using acces- 
sory adaptor film holders, we were able 
to use the camera in a corner of our 
studio. Since then, as originally 


camera 


Girls with no pre- 
vious experience 
learned to operate 
this Robertson 
Photo- Mechanix 
Seventeen Camera 
in a few hours at 


S.C. Johnson & Son. 
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The only major manufacturer of business machines selling 
sucha complete line through independent dealers everywhere 


TEs H.C. All 
| |e mel A MARK 
“|X| OF PROGRESS BY * & eh 


. i ’ For low cost and 
R. C. ALLEN Adding Machines are ; Ae 
designed to deliver a greater measure of high utility, see 
service, speed, and ease of operation. 
Sizes range to 13 column capacity, einai Oe ok 2 
in hand and electric models. Model 75-10 9,999.99 with di- 
illustrated is the world’s only ten-key adding rect subtraction. 
machine having all three of these ae 
important features: automatic clear Only $135.00 
signal, large visible answer dials, direct 
subtraction printed in red. 


Model 65; capacity 


The R. C. Allen line also includes a... 








elt seen 


a) Fal 


R.C.Allen 


CASH Beware eRe BY 


oan — 
— 


ee 


RE 








One of the most 


There is a specialized R. C. Allen 


cash register ideally suited to every need. 


All do double duty, combining cash 
register protection and information 
with adding machine convenience. 


Model 210 illustrated is one of the 
most popular models in the line, 
perfect for any retail store. Totals to 
$99, ), segregates sales by 
clerks, departments, commodities. 


popular models is 
all-purpose Model 
100-D, with 
9,999.99 capacity 
and many features 
usually found only 
in much higher 
priced machines, 
Costs only $195.00, 


ih licels 


..- wide array of specialized cash registers 

















&& &  BR.C.Allen 





ui! Os =——= = 


TTT] A = 
tlnuituattiulecitimakess - 


For a standard 

office typewriter at 

the lowest price in R. C. Allen has made history with the 

es i Peg bo An introduction of a new standard of 

omitted, ‘this is a the industry, the beautiful VIS-O-MATIC 

complete standard with 38 points of superiority. 

isk ty is t ge ren Margins are both visible and automatic. 

plus tax. Exclusive 10-second “Quick-Switch” platen 
provides “specialized” typing. Yet it costs 
no more than ordinary standard typewriters. 


,..two outstanding typewriter values...and... 








= 
ta a i b Allen 
BOOKKEEPING MACHINES BY e € 


R. C. Allen bookkeeping machines, like 
all the other R. C. Allen office machines, are 
designed and built to give utmost service, 
maximum dependability, at lowest cost. 
Economical desk model 1302 illustrated 
has modern front-feed carriage, automatic 
tabulation, automatic credit balance, is fully 
carriage controlled. Ideal for accounts receiv- 
able, payroll, all commercial bookkeeping. 


Free literature and information avail- 
able from the factory, sales division 


R.C.Allen Business Machines, Inc. 


679 Front Ave NW Grond Rapid Mich 


...a superb line of bookkeeping machines 











Do you have 


RECORD 
STORAGE 
PROBLEMS — 


— BEFORE — 
OUR 


RECORD STORAGE 
CONSULTANTS 


CAN SOLVE THESE 
PROBLEMS FOR YOU 


A representative will show you it is possible to save up to 
50°/, of your space. We renovate and re-equip your record 
storage Iecilities 
with 

THE NEW SENSATIONAL AND REVOLUTIONARY 
SPACE SAVER NYLO-GLIDE, THE FIRST STORAGE FILE 
WITH NYLON BEARINGS. ALL STEEL CONSTRUCTION 
RIGID, FULLY ENCLOSED, SELF-INTER-LOCKING 


Made in Several Thousand Sizes 
T HERE 
RECORD FILES, INC. | 
P. O. Box 581 | 


WOOSTER, OHIO 


Phantom View showing 
reinforced construction and 
Nylon Bearings in Letter Size 
File N 7007. 


RECORD FILES, INC. 


Pp. O. BOX 581 
WOOSTER, OHIO 
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planned, we have built a light-tight cur- operated 
tain enclosure, mainly for convenience. — have it. 


Offset duplicators in 
the office building 
of S. C. Johnson & 
Son, Racine, Wis. 


in a light-tight area as we 


Actually, the camera can be used in a The large copyboard accepts original 
lighted room, built into a darkroom, or copy up to 4,” thick and has provision 





Finger Tip 
DESK FILE 


@ AD. USTABLE DIVIDERS rest in corrugated strip 
in channel on each side, and can be spaced as 
user desires. As many as 20 Dividers can be 
used. 

@ Eech Divider has LUCITE LABEL HOLDER 
ready for insertion of identification tabs. 

@ IN ADDITION TO PAPERS—file will hold 
Ledgers, Reference or Telephone Books, Cata- 
logs, Magazines. 

@ File is ALL ALUMINUM, acid treated to pre- 
vent smutting papers or hands. Permanent satin 
finish. 

@ RUBBER CORNER CUSHIONS preverit marring 


of desk, and keep file where wanted 
@ Size 9 x 13 x 9'/2" high. 


@ PRICED AT ONLY $4.75 


See Your Dealer or Write: Evans Specialty Co., Inc., 





‘ No Other Desk ) 
File Offers 
All These 





403 N. Munford St., Richmond 20, Va. 





| Advantages | 
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IMPRESSIVE FOR IMPRESSIONS 


What more do you want in a du- 
plicating paper than trouble free 
performance and clear sharp im- 
pressions? 

And what less should you put 
up with? The answers — nothing 
more, nothing less! If you get 
smudgy, wrinkled or indistinct 
copy, here’s the right answer. Try 
Eastern papers because they are 
especially designed for office du- 
plicating machine work. The spe- 
cial surfacing and sizing for each 
process — the scientifically con- 
trolled moisture content and the 


precision trimmed edges assure 
clean copy, clear copy every time. 

For improved impressions and 
faster-running performance try 
one of these Eastern office papers. 


Atlantic Bond, Atlantic Du- 
plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 

For sample sheets or packets 
ask your local Eastern paper mer- 
chant or write Eastern Corpora- 
tion, Bangor, Maine. 





sd 
ATLANTIC BOND yuts PAPER 


MADE BY EASTERN CORPORATION - BANGOR, MAINE 


EASTERN 
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NOW! 


Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 


NEW ” Banta 10 


portable shredding machine designed especially 
for office use! Quiet, compact, streamlined! 
Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


YOUR PAPERS 
GO IN HERE 


UNREADABLE 
SHREDS COME 
OUT HERE 


Jay t 


-tAe SHREDMASTER 
Coe COOVIE la ve 
yr 
A Division of Self Winding Clock Company, inc. 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 





tor making 
copy. Two 


exposures of transparent 
lights illumi- 


nate the entire copyboard, yet are not 


incandescent 


harmful to the eyes, as are are lamps. 
The equipped with a 
process, color-corrected lens and simpli- 
fied system for setting the iris dia- 
phragm openings. Exposure is regu- 
lated by a fully automatic timer that 
controls both lights and shutter. The 
cabinet base on which the camera stands 
provides supplies. 
Foeusing or setting the camera, so that 
the desired size of enlargement or redue- 
tion is obtained with the image in sharp 
focus, is accomplished by an extremely 
simple system. Girls in our department, 
who have had no experience with this 
tvpe of equipment, learned the opera- 
tion in only a matter of hours. We have 
found that, although the camera was 
acquired for all types of copywork, more 
offset duplicator work is 
than ever before. 

Qur sales department has used silk 
screened charts and 


camera comes 


storage space for 


being done 


posters prepared 
and copied on the camera. There was 
one case when 45 car cards of a special 
size were needed for a sales campaign 
in Hawaii. Normally, posters of this 
tvpe would be designed by the advertis- 
ing department with an outside printer 


Preparing 
Robertson 


to expose an offset plate on a 
Photo-Mechanix platemaker at 
Johnson Wax. 
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Valuable papers, confidential rec- 
ords and important documents. . . they’re all 
safe when they’re locked-up tight in an In- 
vincible Concealed Safe Unit, with its exclu- 
sive 3-point locking combination lock. Yes, 
this is the original concealed safe unit that 
doubles as an attractive filing cabinet and a 
secure place for your valuable belongings. See 
. today at your office equipment dealer's. 


The Invincible Concealed Safe 
Unit is available in either desk- 

high, counter-high or standard — — ‘= 
four-drawer filing cabinets. S |I 

Choice of letter or legal size 
with or without general lock 

for file drawers. 


o}-( o-f 0 tod 
it ek. : | 


| 6 





diy METAL FURNITURE 
im COMPANY 


Pa! 


yN 


Manitowoc, Wisconsin 


ieee 
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| Copease' ‘ ~ 


PHOTOCOPIER 


more versatile 
and efficient 
than ever! 


a) 
+- 


ONE MACHINE DOES THE COMPLETE JOB! 


COPEASE DUPLEX PHOTOCOPIER (known abroad as Develop Combi) 
has inaugurated a new era in office copying in 60 foreign countries 
as well as the U.S.A. And now this revolutionary copying machine 
is more versatile, more adaptable, a better value than ever. COPEASE 
can now be used even with fluorescent light adjacent, or in subdued 
daylight. No darkroom’s needed. Remember—coPeasE makes sharp, 
dry, photocopies in seconds on all types of stock up to 14” wide. 
Exposes, develops, prints in jet black on permanent snow white from 
any type of copy, colored or black and white. Office efficiency goes 
UP as Costs gO DOWN when you use COPEASE! 


COPEASE COMPANY, Sole Distributor U.S.A., 270 Park Ave., New York 17 + Plaza 3-6692 


Manufactured under U. S. Patent No. 2,657,618 











supplying the required number of dupli- 

cates. Since such a small quantity was 
involved, the artwork was prepared here 
and photographed. The image was ther 
transterred from the negative to a pho- 
tographically sensitive silk screen tissue. 
The car cards were then silk screened 
on our own equipment and delivered in 
record time. 

The welfare section constantly gives 
us work that must be photographed and 
silk screened. — It largely of 
posters used on company bulletin boards. 
The posters contain pictures and type, 
and sometimes even small reproductions 
of large wall charts. Recently, we com- 
pleted a booklet for the sales depart- 
ment consisting of 24 pages, each con- 
taining ten or more photographs. The 
end result, reproduced on our offset 
duplicators, was a smai' run of fine cata- 
Qur advertising department quite 
frequently gives us advertising layouts 
for which copies are needed for presen- 
tation to the different department heads. 
The copies, since only a few are re- 
quired, are actually photographs of the 


CONSISTS 


logs. 


"TUB FILES ~ 


Printing posters by silk screen process at 


S. C, Johnson & Son. 


original, 

Small runs of business forms for the 
financial division are often made. Book- 
lets involving two or three repro 
duetions including halftones are not in 
frequent. A typical example of this is 
a welcoming booklet given visitors to 
the company. Continuous tone photo 
graphs are screened with a magenta con 
tact screen in our Seventeen. Then 


color 


=3x5 
4x68i1 
5x8 


Fastest and best method for card reference and pulling. Most 
economical, too. Cards sit above frame — accessible at com- 


fortable sitting or standing height. 


Modern styling. Heavy-gauge steel construction. Equipped 
with covers and plastic-surface workboard for posting. Avail 
able in varied capacities. Send for complete information 
including name of local TAB representative 


TAB provucts co. 


57 Post Street 
San Francisco 4 California 


TAB PRODUCTS CO. HAS A COMPLETE LINE OF ACCESSORY EQUIPMENT 
FOR YOUR TABULATING DEPARTMENT. WRITE FOR ILLUSTRATED CATALOG. 
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they stripped into the line nega- 
tive and are ready for use in exposing 
the pre-sensitized plate for our offset 
press. 

In addition to these finished jobs, the 
camera gives us immeasurable assistance 
in doing a lot of small, time-consuming 
detail work. We often use it to reduce 
or enlarge photographs, much as one 
might use a darkroom enlarger. The en- 
gineering department frequently has us 


were 


YOURE RIGHT! VERITHIN 
PENCILS DO TAKE 
STRONG, SHARP POINTS! 





WHAT’S MORE ... you can make over 40,000 check 
marks from a single inch of Verithin’s smooth, 


lead . 


*® Eagle Pencil Co., New York ¢ 


eWERITHIM 


. and its insoluble marks won't run when wet! 


London 


copy drawings and tracings, either en- 
larging them to show detail or reducing 
them to file as records. Although we 
don’t produce any volume work here 
within the company, the camera is 
probably used 25 or 30 times a day, pre- 
paring work for various departments. A 
substantial saving of time and money is 
realized in the use of our own equip- 
ment and the cannot be 
overestimated. 


convenience 
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brilliant colors 
10¢ each 


flexible 


T oromo 


Colored 
Pencils 
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DO YOU HAVE TO 
FILE ALL REPORTS? 


D. L. WHITE 


RE the filing cabinets multiplying 
like rabbits? If so, you are un- 


doubtedly experiencing the inevit- 
able consequences: Your requisitions for 
more cabinets are being returned with a 
“Sorry, your budget for this quarter has 
heen used,” and the people in your de- 
partment are heckling you for more 
files. Many companies, especially large 
ones, hire engineers to eliminate waste 
wasted motion on the production lines, 
wasted office space resulting from poorly 
established procedures. — Efficiency ex 
perts are hired to analyze duties and 
assure white collar efficiency. If a new 
assembly line gadget can cut the cost 
of a manutactured product five cents, it 
is a robot hero. But all the while, filing 
cabinets are permitted to take over the 
joint! 
There are simple ways to correct this 
situation that require very little time. 
You can print a small form that reads: 





TO: DEPT. 


Do you wish to remain on the distribution for | 


the attached report? 
Please fill in and return to Dept. 





Issue a supply of these forms, to va 
rious departments, to be attached to all 
regular reports for approximately a 
month or until all routine reports issued 
by a department have been surveyed. 
This is particularly applicable to very 
large companies where the issuing of 
routine reports tends to become a me 
chanieal procedure, “When in’ doubt 
send Joe Blow a copy to let Joe's office 
know we're putting out some work in 
our department.” 

The facet that Mr. Blow might not 
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ESLEECK 


oe i in Papers oe 


Reduce 
MAILING 
TYPING 
FILING 
Costs. 


idelity 
Onion Skin 


For 


THIN LETTERHEADS 
COPIES 
RECORDS FORMS 


Send For Samples 


ey a on oO 
MANUFACTURING COMPANY 


Turners Falls, Mass. 





I 


i 


Addressing MULTIPLE 
Shipments Is 
Common in Your 


Organization... 


STEN-C-LABL would like to send 
you an interesting brochure 
packed with excellent ideas and 
fully explaining their extremely 
inexpensive and SIMPLE method 
of reducing your labor costs per 
shipment, eliminating mis-ship- 
ments and speeding up the han- 


dling of MULTIPLE shipments in 


your shipping department. 


REGARDLESS OF YOUR PREsS- 
ENT METHOD OF HANDLING 
THIS TIME-CONSUMING JOB, 
YOU WILL FIND SOME IDEAS 
IN THIS BROCHURE WHICH 
WILL BE OF VALUE TO YOU. 


Just write us on your company 
letterhead asking for FREE bro- 
chure. No obligation, of course. 
We would appreciate the oppor- 
tunity to be of some help to you. 


STEN-C-LABL, INC. 


DEPT. A, 287 N. SNELLING AVE. 
ST. PAUL 4, MINN, 


rien nn on on on oe om 
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i nn a in on i a i se 


2282 88S) 7 || |; |; || a) |; V7; Ref 0 


little 
only 
he gets 


seems to be ot 
Joe not 
he doesn’t want; 
There are some extra 


want the report 
significance. Sometimes 
gets a report 
umpteen copies. 
copies, so send some to Joe’s assistant! 
Joe’s assistant might have been termi- 
nated two months ago, but it takes too 
much time to check. And Ul bet that 
Joe’s secretary is dutifully (or should | 
say “stupidly”) filing all the copies week 
after week. But she isn’t entirely to 
blame. Joe could pause a moment, while 
reading his mail, to seribble on an un- 
wanted report, “Have my name removed 
from this distribution.” A few such notes 
will soon eliminate a lot of reports thai 
wander into the office like stray cats. 

Too often the purchasing agent’s file 
is filled with reports that are also burst- 
ing the bolts of the buver’s files just next 
door. And probably the followup next 
door has arother duplicate file on these 
reports too. The office of the controller 
is being jammed with the same reports 
that are crowding the files of the as- 
sistant controller. Unless the controller 
refers to a particular report frequently 
and wants it at hand constantly, there 
is no reason why his secretary should 
file it She can get it from the as- 
sistant’s office whenever it is needed. 
A large percentage of regular reports 
are never referred to after onee being 
perused by the person receiving them. 
The larger the organization, the more 
important it is to work out such prac 
tices between “channels.” [| have known 
many cases where 15 people in a com- 
pany receive a certain report and all 
15 maintain them in files for years. 


too. 


I know a secretary to a plant superin- 
tendent who cut her files from too 
tightly packed four-drawer cabinets to 
one partially filled cabinet in a period 
of six weeks. It didn’t involve tedious 
and backbreaking revision of the filing 
system. It was only a matter of a little 
cooperation between the superintendent 
and the secretary. Each day for a peri 
od of a month she chose a few routine 
reports from his mail and 
noted on them, “Want to remain on this 
distribution?” and “How long do you 


MeominY 
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The fiber glass base on a Sturgis 

chair smiles at life’s knocks. No 
amount of office abuse will dent or 
disfigure it. Never needs maintenance — 
just a wipe with a cloth and clear 
polish. Gray, green, walnut or black, on 


9 executive and stenographic models. 


POSTURE CHAIRS 
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It’s the chair 


with the 


Fiber Glass Base 


i 
| 
1 
| 
| 
| 
| 
| 
| 


Engineered for Long Life and Minimum Maintenance 


Nylon Thrust Bearing: takes a lifetime of swiveling. 


hed Spindle Bearing perfect fit for long life. 
ets. oversize ball bearings, extra wide rubber wheels. 


N © Fim Metal Parts’ 10 to 20 times as abrasion- 
resistant as other finishes. 


“THE STURGIS POSTURE CHAIR COMPANY 
,~ General Sales Offices, 154 East Erie $1., Chicago 11, Illinois 


“We'd like a copy of your illustrated folder on 


’ chairs with fiber glass bases 


Nome 
Firm Nome _ 
Addreu 


City __ 





want these kept '” While reading his 
mail, her boss merely penciled in’ his 
brief answers. 

This process eliminated many of the 
reports completely. Some were thrown 
into the basket after they were read, 
not filed. It was decided that a large 
percentage of them only needed to be 
kept three‘months, a few six months. 
The secretary merely noted “3 months” 
or “6 months” on the label of the file 
folder. 





ON OFFICE SUPPLIES 


A Procurement Plan 
to fit the needs of 
every Purchasing 
Agent—from the very 
largest to the smallest 
firm. 


AVE 











Tuos. J Morans Sons 


Seven Fourteen Girod Street 
New Orleans 12, La. 


Please send me a copy of your 
free, illustrated catalog. 





Name of individual 
Name of Firm 
Address 

City 

State 
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Tt helps if the secretary has been with 
the same firm or the same boss tor a 
number of years and has become well 
enough informed to use her own dis- 
cretion in this elimination process. <A 
half-hour set aside each week for a few 
weeks to concentrate on this “serap 
drive” can bring amazing results. 

The company I just referred to has 
decided this system merits company- 
wide application and has issued bulletin 
instructions on it. After using it three 
months, it was possible to reduce pro- 
posed spending for new filing cabinets. 
A few of the personnel involved grum- 
bled a little at first. It is only human 
to balk at a change in routine. But, 
after the system began to reflect its ad- 
vantages, most of the grumblers admitted 
they thought it a good plan. Every 
executive has at some time complained 
about his volume of mail. When they 
realize how much this can diminish their 
stack of incoming mail, they are more 
than willing to cooperate. 


A book to give or 
recommend to every 
woman in your office 


Success and 
Satisfaction 
in Your Office Job 


By ESTHER R 
author of “Secretaries Who Suc- 
ceed”, and RICHARD L. LAW- 
RENCE. A book of sound secre 
tarial psychology for every office 
worker from typist to top secre- 
tary. “The skillful use of many 
illustrative episodes makes particu- 
larly effective this stimulating 
study of the rewards’ of office 
work.”"—MARIAN C. MANLEY, 
Business Librarian, Newark Pub 
lic Library. 


BECKER, 





$2.50 at your bookstore or from 


I HARPER & BROTHERS, N.Y. 16 
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__ 


SHIRTS TIES HANDKERCHIEFS 
UNDERWEAR SPORTSWEAR BOYS WEAR 


MWaltonals have saved us their cost 


9 
many times over” —cuwer, prasony a co., inc., New York 


““World’s Largest Manufacturer of Branded Shirts” 


“We use National Accounting Machines to compute, 
analyze and prepare payrolls for each of our 16 plants 
in the United States and Canada. We use them for sales 
analysis and inventory control in our General Account- 
ing and Production Control offices. Our 7 sales offices 
are equipped with Nationals for receivables accounting 
and territory analyses. Our experience with National 
machines has been most profitable. Having tried alter- 
native methods, our opinion is that Nationals are most 
efficient and economical 


for the jobs we require La) F&F Broken 


of them.” Controller 


THE NATIONAL CASH REGISTER COMPANY, vayron 9, on10 


949 OFFICES IN 94 COUNTRIES 
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In all sizes and types of busi- 
ness, Nationals cut costs by do- 
ing up to % of the work auto- 
matically. Your nearby National 
representative will gladly show 
how much you can save with 
Nationals adapted to your 
needs. Call him today. 


i} 
? *TRADCE MARK REG. UG PAT OFF 





“Let’s 
talk 
systems 


A big part of office cost is labor cost 
and for that reason, a poor system takes 
a real bite out of company earnings. In 
designing a system, a fresh viewpoint— 
based on experience and ideas—is a 
help. The Moore man often recom- 
mends a short cut, application or device 
that results in considerable improve- 
ment. He takes the part of an ‘em- 
loyee’ not on the payroll, working side 
a ‘side with the company’s men for 
improvements like those below. 


The case of the OVERLOADED FREIGHT 





6-part 
Moore Fanfold 


with carbon 
interleaved 


The Problem: storage and_ trucking 
outfit, operating locally in a metropolitan 
area, was having trouble keeping records 
straight on 3 kinds of shipments . . . 
¢ Hauls from interstate carriers to local 

consignees. 

Hauls from local shippers to local 

consignees. 

Hauls from local shippers to out-of- 

area consignees. 


Paper work was complicated by the fact 
each shipment could be either CHARGE or 
CASH, each PREPAID or C.0.p. There was 
a jungle of forms, each with same or sim- 
ilar information written down again and 
again, taking up to 5 or 6 writings per 
shipment. Confusion of charges vs. credits, 
counter-charges, transc ription errors, etc. 
A waste of man hours. 


The System: 6-part Fanfold as follows: 
Part #1 is Daybook copy listing shipments 
on hand (iater, a permanent record). #2 
is Customer Invoice showing charges, with 
#3 a duplicate. Accounts Receivable works 
from #4. #5 is Receipt and Record for 
consignee on collect shipments. #6 is Mani- 
fest that monitors movement of drivers 
and collections due in. 

This 6-part version covers hauls from 
interstate carriers to local consignees. The 
other 2 shipments are controlled with 
4-part counterpart: in these cases copy of 
Bill/Lading replaces consignee’s copy 
(#5), and shipper’s pick-up notice serves 
as Manifest (#6). 


Savings and Gains: 5 or more typings 
have been reduced to 1. No confusion in 
charges and credits, now that complete 
information is printed on all copies with- 
out error. Fanfold, with its continuous 
and interleaved features, saves time and 
trouble of handstuffing carbon paper and 
inserting and aligning in carriage. A 
planned layout with information allocated 
efficiently, part to part, allows quick, ac- 
curate typing. It is simpler to break in 
new people on the system. 


a, the Moore man, acting as an ‘employee’ 
not on the payroll, succeeds in bringing 
companies worthwhile improvements. The 
way to find out if he can do this in your 
case is to ask him to drop around when 
you're ready—or a little before. Or, when 
you have a minute, write Moore to send 
you samples of improvement in your field. 
Moore Business Forms, Inc., Niagara Falls, 
N. Y., Denton, Tex. or Emeryville, Calif. 
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3 DISCS 
and 

33) rpm 

make this 

MORE THAN 

the finest dictating 

instrument 

FOR YOU! 


Dictation Disc, 
57g'' diam., 30 minutes 


Mail Chute Disc, 
378° diam., 15 minutes 


Scriber 


DICTATING EQUIPMENT 


Memo Disc, 
3’ diam., 8 minutes 





WORLD’S MOST VERSATILE SoundScriber Corp., Dept. 0-5 
COMMUNICATIONS AID New Haven 4, Conn. 


Please send sample Disc and info. 


Ni Lightest all-purpose recorder Nome 


I On-the-Dise ‘Instructions 
“I 50% Easier to Use 
“Ni Disc-on-Dise Recording 
“Ji Tone-Color Quality 


Company 
Address 


[_} Also send information on 


SoundScriber Remote Dictation 


m= 1) Pigy on etstels 





ae san 


CARBON PAPERS HECTOGRAPH 


HECTOCRAPH 


6. 


v 


~ 


4, 


iv 


a) ] 


thing ah Lipson“, 
OLE GIMAMTMY 
4/ 4/4 / 


of 


/ ) 
highest Y waluby 


re ; 

e J radition is not just 
born. Upon markets as upon 
nations, it has to grow. 
Whereas, today, American 
business regards PANAMA- 
BEAVER Ribbons and Carbons 
as traditionally fine — 
they did not get that way 
all of a sudden. Rather, 
their prestige evolved 
through decades cf ccreful 
planning and production. 
Their steadfast quality and 
staying properties merited 
-—and won—a fair repute 
which we shall guard, what- 
ever comes. No, you cannot 
buy tradition yet it is 
yours as a bonus, free with 
every PANAMA-BEAVER 
purchase. 


PANAMA-BEAVER 


Coast to Coast Distribution 


MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17, N. Y. 


tradition 











NOW... SHIPPING PAPERWORK 
SIMPLIFIED TO CUT COSTS 





New WEBER TAB-ON STENCIL is typed with forms, 
then used to address labels, tags, and direct-to-containers 


Before your product can be shipped, 
paperwork must be made out and con- 
tainers addressed. Here’s a system 
that will help you do both in less 
time, with less labor. 

Typist sticks Tab-On Stencil to bill- 
of-lading or invoice form over the 
“Ship To” area. In one typing the 
forms and stencil are prepared with 
the ship-to address. Then the Tab- 
On Stencil is sent with the shipping 
copy to the shipping department 
where it is clipped over the pad of 


another 
| Weber | 


system 


WEBER LABEL AND MARKING SYSTEMS 
Div.—Weber Addressing Machine Co. 
Mount Prospect, Illinois 








@weanewoeeesoereey 


MAIL FOR FOLDER ON TAB-ON SYSTEM & RJ-1 HAND PRINTER 
Company sseiesieiihdgbieiict 
Individual eS 
AE Lee a 
(| See 
City 


an RJ-1 Hand Printer. After oper- 
ator addresses the necessary labels, 
tags, or containers at the rate of 40 
to 50 per minute, he destroys the 
stencil. Final result: typing time 
saved, shipping errors eliminated, 
costs cut. 


FINEST HAND PRINTER IN USE TODAY-WEBER RJ-1 


Fast, clean. Reservoir holds 
enough ink for 7,500-10,000 
prints. Can be supplied with one 
J or two counters for count control. 


____ Zone. State 
WEBER LABEL AND MARKING SYSTEMS 
Dept. 0-5, Mt. Prospect, Illinois 
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BETTER BUSINESS METHODS 


For Greater 
Through Lower 


SPOS ERATE THEE HERERO RHE HEHEHE HERE RH EEE 


Profits 
Costs 





ng 


Save Over 50% in Space, Filing Time, and 75% in Equipment Costs 


More and more companies are making big savings with 


open-shelf filing...and increasing their filing efficiency 
for alphabetic, numeric and terminal digit filing sys- 
tems. Here’s what an executive of a prominent company 
has to say about open-shelf filing: 

“Open-shelf filing has been used by our company for 


over 14 years. The cost of our open-shelf files was 
approximately 50°. of the cost of file cabinets on a per 
filing-inch basis. We have not had one penny of upkeep 
cost since their installation. (The cost today would be 
just 25% of the cost of five-drawer file cabinets on a 
per filing-inch basis.) 

“From the standpoint of efficiency there is no com- 
parison between filing folders on shelves and filing 
folders in cabinets. When we originally studied this 
problem we found that most of a girl’s time was spent 
in opening and shutting the file drawers. By actual 
time study we found that pulling folders from the 
shelves is 53% faster.” 

Shelves eight tiers high with a 30-inch aisle space 
are recommended. This arrangement will permit a 
saving of over 50% in space compared to five-drawer 
file cabinets. Here are the facts: Saving in space—50% ; 
saving in time—53%; saving in cost -75%. 

For more information on how shelf filing can reduce 
your costs and increase your filing efficiency, circle 
LBV626, 
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New Tape-to-Card Converter 
Has Many Applications 


The Remington Rand Tape-to- 
Card Converter punches 
90-column tabulating cards 
automatically from standard 
telegraphic perforated tape. 
Applications are almost unlim- 
ited, but the system of inte- 
grating perforated tape with 
punched cards is particularly 
suitable where accounting 
information is constantly ex- 
changed between distant points. 
For instance: a procedure of 
decentralized billing can be 
utilized with tape automatically 
creating the correct punched 
cards in the home office for 
accounts receivable, inventory 
control, and sales statistics. 
Other tape applications include 
branch order writing, exchange 
of information between office 
and factory and between store 
and home office, or between 
departments in any one loca- 
tion. For instance, the person- 
nel department, while typing 
the usual records on a new 
employee, can produce a tape 
for creating the master punched 
cards in the payroll department. 
The Tape-to-Card Converter is 
used in conjunction with stand- 
ard telegraphic equipment, a 
tape-perforating typewriter or 
the Remington Rand Card-to- 
Tape Converter, all of which 
perforate a tape with standard 
telegraphic operating codes. 
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See the Newest Developments In 
Office Management Machines - Systems 
Equipment + Supplies 


At the Annual Conference of the National Office Man- 
agement Association and the Office Machinery and 
Equipment Exposition held in connection with it, inthe 
Kiel Auditorium, St. Louis— May 23rd through 26th. 


New low cost PRECISION microfilming unit 


Here’s the most amazing microfilm camera ever built! 

It’s the Remington Rand Film-a-record Model 8 — 
small enough to carry, yet engineered to give highest 
quality, big-machine performance. Never before has 
there been a microfilm machine which has packed 40 
much into such a compact unit. Now you can carry your 
microfilm camera to field locations... quickly move it 
from department to department... set it on table, desk 
or typewriter stand. This precision unit gives crystal- 
clear, sharp images...and is equipped with valuable 
big-machine features. Circle F382. 

Also, see demonstration of Film-a-record Model 4, 
versatile, yet economical, flat-bed camera. It microfilms 
single sheets up to 11” x 17”... bound books — anything 
written, printed, or drawn, at 21 diameters of reduction. 
See Transcopy Duplex—the revolutionary single-unit ma- 
chine which will photocopy any record—written, printed 
or drawn, up to 14” wide, and any length. It does the 
complete job of exposing, developing and making a posi- 
tive print in a matter of seconds. No darkroom needed, 
no running water, no drying time... you can use it 
anywhere, move it anywhere —simply plug it into any 
standard electrical outlet. Circle P334. 


Film-a-record 
Model 8 


LBV626 


NAME 
COMPANY _ 
ADDRESS 
city 
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L — —Profit-Building IDEAS For Business. — J 
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Remington. Bland 
Room 1524, 315 Fourth Ave., New York 10 


Kindly circle the literature you desire 


"382 P334 


Modernize To Economize... 
Robot-Kardex 
Saves 30% On Posting Time 


One of the best ways to econo- 
mize is to increase efficiency 
and output. Among the latest 
and most modern of the many 
products to be demonstrated is 
Robot-Kardex. It saves up to 
30% of the average clerk’s 
posting time and up to 59% on 
space—not to mention physical 
fatigue and employee turnover. 
A touch of the finger to an 
index key and in 4 seconds 
(average) any one of over 4000 
sets of visible records comes to 
the clerk, positioned for rapid, 
convenient, desk-height posting 
and reference. Robot-Kardex is 
widely used to modernize active 
inventory control systems that 
present dangerous out of stock 
conditions for wholesalers... 
in plants to insure adequate 
stocks for effective production 
and maintenance. It reduces 
record-keeping costs for sales 
management and provides vis- 
ibly slanted records on each 
ustomer and prospect. Be sure 
to see this means of speeding 
up visible system operations. 
Circle KD730. 


KD730 


ZONE_ STATE 


OMG 
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FROM EVERY ANGLE... 
YOUR best waste basket buy is 7 > 


FOR YEARS OF ATTRACTIVE EFFICIENT SERVICE 


Down the line—feature for 
feature—VUL-COTS give you 
much more waste basket value. 

VUL-COTS are a lifetime 
product. They assure you years 
of attractive, efficient service 
life without replacement. 


May we send you the 
VUL-COT catalog price sheet? 
Write direct to Dept. R-5. 





be 
4 


\ 


Here’s why VUL-COTS are your best buy... 


Made of Hard Vulcanized Fibre. 


Exclusive double rolled top won't break, 
loosen, or fray, and it remains smooth and 
round for the life of the basket. 


Bonded side seam adds strength, provides 
a more attractive appearance. 


Color is an integral part of the fibre . . 
it can’t chip, ar wear off. VUL-COTS will not 
mar or stain furniture or clothing. 


VUL-COTS are guaranteed not to crack, 
splinter, dent, rust, or corrode. 


NATIONAL 


VULCANIZED FIBRE CoO. 
WILMINGTON 99, DELAWARE 
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Pho’o taken at Breck’s of Boston 


tome and GuautenGy America’s Oldest Mail Order House 


foreman Uses The DENOMINATOR! 


Counting and segregating orders for 1080 separate gift items is now 
accomplished faster—more accurately and much more economically— 
by use of The Denominator! 


Each unit of the six 180-unit machines shown above represents a gift 
item offered in the Breck’s Catalog. As orders are received, they are 
tabulated on The Denominator. The total shown on each 

unit—when deducted from the stock-card balance—pro- & 

vides running inventory control. Re 


Compact and simple to operate, The Denominator can be 
made up in as few or as many units as you may require. 
Each unit counts to 9999. 


What's your counting problem? Write Dept. OM-16. 


THE Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 
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New 





Switching from manual typewriters to IBM 
IBM Electrics saves dollars for you. 

ot IBM’s increase typing production by saving 
95.4 per cent of the energy required to 


* 
electric operate a manual. A whole hour's typing re- 


quires less energy than 3 minutes on a 


typ ewriter manual!* 


And—the work looks better; your staff 
feels better. No wonder business firms have 
bought more than 3 times as many IBM’s 
as all other models of electric typewriters 


*By actual mechanical measurements, of combined. 
ee ae oe oe For complete information, write to Dept. 
OF-1, International Business Machines, 590 


Madison Ave., New York 22, N. Y. 
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Many firms like yours 
cut costs with 
Friden figure-thinking 


You find Fridens everywhere in business. Because 
the Friden performs more steps in figure-work without 
operator decisions than any other calculating machine 

ever developed.. Each automatic Friden decision 
reduces business overhead costs by saving human time. 
It’s likely your business can’t afford NOT 

to own a Friden. Call in your nearby Friden Man 

and watch a demonstration ! Friden sales, instruction 
and service available throughout the U.S. and 

the world. FRIDEN CALCULATING MACHINE CO., INC., 
San Leandro, California. 


RESTAURANTS 


. use the fully auto- 
matic Friden Calculator 
to quick-check operating 
expenses, daily item 
costs, income and in- 
voices, also for payroll 
and tax calculations, No 
special operator training 
is required to use the 
Friden Calculator! 


ee 


RAILROADS 


. mechanize system 
figure-work in all depart- 
ments with the fully 
automatic Friden Calcu- 
lator. Applications in- 
clude interline freight 
abstracts, waybills, valu- 
ation, statistical reports, 
passenger accounting. 
The Friden has big- 
volume capacity! 


MILK PLANTS 
... handle milk check 
register calculations 
swiftly with the fully 
automatic Friden Calcu- 
lator, also figure farmers’ 
payrolls, drivers’ load 
sheets, cost proration, 
discounts. Time-savings 
pay back quickly the 
cost of a Friden! 


Friden builds 
calculators in a 
wide price range, 
in every size, 
for every 
figuring need 


* 
qT] ¥ THE THINKING MACHINE OF AMERICAN BUSINESS 


© Friden Calculating Machine Co., Inc. 
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SPEED-O-PRINT 
Words Finest Duplicators 


AT THE 


Worlds Lowest Prices 


Liberator 300 
Electric 
's3GG50 


Truly the finest in. Duplicating equipment. A 
machine for hairline registration—with heavy- 
duty standards. Inspect its operation and you'll 
find it is truly the World's Finest Duplicator. Avail- 
able in futuramic grey or black wrinkle finish 
with open cylinder aufomatic dual brush inking 


Liberator 200 
Wanual 


AUTOMATIC FEED 
$/7950 


(PLUS EXCISE TAX) 





duplicater 
ards to be found only in the Liberator 200. 
NEW 1954 MODEL 


Liberator 100 
Bovoany ell 


Be 


(PLUS EXCISE TAK) 


SPEED-O-PRINT 


BEAUTY 
DEPENDABILITY 
PERFORMANCE 


SAVES TIME— SAVES MONEY 


Reproduces forms, letters, 
memes, post cards, manuals. fn 


anything that may be mn, 
traced or photogrphed on hs 
A duplicator ’ 


tested to produce millions of 
free of service. “en 
POST CARD TO LEGAL SIZE 


Corporation 


1801 W. LARCHMONT AVENUS—CHICAGO 
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WHY WASTE OFFICE TIME ? 
KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


YOU CUT «ze 
ror § ) gen SAVE ON 
COLLATING ,°, - way , THE 
COSTS : 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
every use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. | on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
KEE OX, MFG. CO., ROCHESTER 1, N. Y., U.S. A. 





Above line for Export, write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 
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BATES REFUL 
5000 rustiess Bross staples 
each loading 


soem 


Powerful, easy to use— 
perforates up to 
4" of poper 


GATES 
NUMBERING 
MACHINES 

The world’s standard 
for excellence 


BATES 

MODEL C STAPLER 
Mokes its own staples 
One loading—5000 staples 


pp cP” 


BATES MUNKEE 

SILENT STAMP PADS 
Reversible, renewable filler 
for long life, 

clear impressions. 


AUTOMATIC 
eVeLeTeR 

Feeds, inserts and 
crimps eyelets 

in one avtomatic 
action 


BATES STAPLE 

REMOVER AND PUNCH 
Instantly removes any staple. 
Punches a hole up to 

@ thickness of 

eight pieces of paper 


BATES 
MERCURY STAPLERS 
Wide range of models for 


BATES 
PERFORATOR 


Easiest action, large waste 
every requirement % 


} container Compact, economical. 


LIST FINDERS 
Dota desired is instantly 


before you 


quality products 


Orange, New Jersey 
New York Office, 30 Vesey Street 


BATES NUMBERING MACHINES — STAPLERS 
LUST FINDERS — PERFORATORS — EYELETERS —OTC. 


ici 
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Sell more 
with 
“flying” figures 


Even on the long distance telephone you can 

give speedy answers—price calculations, quotations, 
estimates—with Facit, the fully automatic 
calculator, made of the best world-famous Swedish 
Steel. Facit computes 5 to 10 times 

faster than other methods. Your answe7s come 

in “flying” figures, just when you need 

them. And anyone can learn to 

yv calculate in 15 minutes thanks to 


vn. Facit’s revolutionary 10-key 
Aa =. : 


“51259 


Bosse 
“ - 


— , . 
Wi, (N system. Besides—you can 
a Of fn Wa : ‘ 
\ XY operate the Facit with one 
\ : 
; hand, leaving the other 
Calculate with one band. free for the phone o1 
Write with the other. making notes 


-2 
“7 
pe 


=-- 


CALCULATOR 


WORLD'S MOST EXPORTED CALCULATOR 


FACIT INC. 
500 Fifth Ave., New York 36, N. Y. @ 





114 Sansome St., aan Francisco 4, Calif. 
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No other stands 
have the fine features of 
Tiffany. Office workers 
choose them because of 
quieter operation, less 
operator fatigue, mini- 
mum vibration... hence, 
fewer mistakes. Manage- 
ment prefers them for 
their economy, and rigid, 
quality construction. 
Since Tiffany Stands are 
designed to last a life- 
time, they actually cost 


MODEL "'s” less per year of service. 


(Available with extra 
leaf on right side.) 


Write for illustrated brochure. 
Tiffany Stands are available 


7350 FORSYTH 


at better stores everywhere. $T. LOUIS 5, MO. 
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| 
| 
| 
| 
uw 


_ 


See 


The front office should know 
| about THIS! 


4 


It’s not a new engagement ring or the latest office gossip that’s causing all the 
excitement. 

It’s a demonstration of the new Todd Disburser — the machine that dates, 
protects and signs checks in one fast, efficient operation. 

Leave it to the girls to recognize a real advance in office equipment. The 
Todd Disburser is smaller and lighter than a typewriter. It dates automatically. 
It shreds amount lines into check fibres with indelible ink. It controls and counts 
every signature. 

To get all the facts about the time-saving, money-saving Todd Disburser — 
mail the coupon. Take the first step toward increased safety, improved efficiency 
and lower overhead for your company. 


THE TODD CON PANY, Inc. 
Dept. O, Rochester 3, N. Y. 


Please have your representative telephone me for an 
appointment 


Name of firm 


te a " COMPANY, INC. 
Ufeyels| 
ROCHESTER $ NEW YORK 
SALES OFFICES IN ¥@ PRINCIPAL CITIES 


= DISTRIBUTORS THROUGHOUT THE WORLD 


the New Todd Disburser at Booth #710—Nat'l Office Management Assoc. 
Convention, Kiel Auditorium, St. Louis—May 23-27. 
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G/wW SAFEGUARD Filing Sys- 
tem is so simple even a 
novice can understand it 
—and make it work. You 
can't misfile papers unless 
you try mighty hard, be- 
cause it’s actually more 
difficult to file incorrectly 
than to do it right. 


Pe ed j— 


si 
YOU SAVE TIME and motions 
both in filing and remov- 
ing papers. You also save 
time and tempers for ex- 
ecutives needing filed ma- 


Engineering Specialists in 


“Meet the highest 3 
priced filing clerk | ass 


in the world— _ 


my BOSS!” 


GLOBE-WERNICKE 
Safeguard Filing 

, System restored 
him to executive 
duties 


terial. These savings are 
converted into cash—day in 
and day out. 


‘i 
THE EXCLUSIVE yf 
G/W Safe- 
guard File System costs 
about the same as any or- 
dinary file system; that’s 
FIRST COST! It costs so 
much less for operation— 
saves so much time, saves 
motions, saves frayed 
nerves, saves executive 
time —it (to use a worn 
phrase sincerely) pays for 
itself quickly, and then 
continue s to ps iV divide nds 
to the business. 





DEPENDABLE 
Globe-Wer- 

nicke dealers 

will survey 

your filing operation, make 
recommendations. They 
will demonstrate the Safe- 
guard System to your ex- 
ecutives, file supervisor, 
filing clerk, in a B-I-G or 
teeny business. You'll find 
this G/W dealer listed in 
your classified phone book 
under “Office Equipment.” 
Or a line to us on your 
letterhead will bring you 
his name. Address Dept. 
2-O. 


Office Equipment, Systems 


and Visible Records Cincinnati 12, Ohio 
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Removing staples with a Bostitch B&R com- Quiet operation of the Shredmaster Series 
bination stapler and staple remover at Pacific 3000 machine does not disturb other workers 
Mutual Life Insurance Co., Los Angeles. in the office of Lipton Tea Co., New York, 
where it is used to shred redeemed premium 

coupons, 


= 
ny 


An Elecom elec- 
tronic digital com- 
puter, made by 
Underwood Corp., 
produces souvenir 
tickets for space 
trips to any planet 
designated by visi- 
tors to the Hayden 
Planetarium in New 
York. The Elecom 
types words and 
numbers; costs $62,- 


500. 
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The casualty depart- 
ment of Aetna Insur- 
ance Co., Park 
Ridge, Ill., showing 
some of the 776 
single-40 watt-lamp 
Alzak aluminum trof- 
fers, product of 
Curtis Lighting, Inc., 
installed on 4-ft. 
centers to maintain 
50 or more foot- 
candles. 


These LeFebure insu- 
lated housing units 
saved the ledger and 
statement records of 
Akers Motor Lines, 
Inc., Gastonia, N.C., 
when an {800° 3- 
hour blaze leveled 
their building. 


The Bowery Savings 
Bank, New York, is 
one of many banks 
using Ajax Electric 
Quick-Set machines 


to number pass 
books and ledger 
cards because num- 
bers and letters are 
easily changed. 











A Stenofax machine, 
product of Times 
Facsimile Corp., 
speeds master pro- 
duction in the dupli- 
cating department of 
RKO-Radio Pictures 
Corp., New York. 


Globe-Wernicke 
modular wood Tech- 
niplan office equip- 
ment in the econom- 
ics control depart- 
ment of United Air 
Lines, Chicago. 


Lt. Stanley S. Smith, 
Pennsylvania State 
Police; Sgt. David J. 
Purtell, Chicago Po- 


lice Dept. and Dr. 
E. W. Kivela, Michi- 
gan Dept. of Health, 
inspect checks at the 
Chicago plant of 
Todd Co. during the 
American Academy 
of Forensic Sciences 
convention. 











Yul Brynner, star of “The King and |," keeps A small doctor's office designed by Backus 
clippings and snapshots in V.P.D. Spel-Binder Bros. Co., Cincinnati, with desk made of Real- 
albums and V.P.D. Flip-Files, products of wood Walnut Formica. 

Joshua Meier Co. 


25,000 customer serv- 
ice records take up 
only 9 sq. ft. at 


Standard Oil Co. of 
Ohio, Cleveland. 
Four operators han- 
dling service calls 
use the Diebold Rev- 
eldex file which re- 
duced floorspace by 
70 sq. ft and cut 
time required to 


handle calls by 86%. 


A. R. Taylor Co., 
Memphis, is 75 years 
old this month. Their 
furniture floor shows 
Milwaukee chairs; 
Hoosier, Huntington 
and Yawman & Erbe 
desks; Victor, Corry- 
Jamestown and Yaw- 
man & Erbe files. 

















See 








Day 2 





Jac-A-Desk typewriter desk supports, product of Chairs made by B. L. Marble Chair Co. 


{ i lhe f / ? f 





Gonco Mfg. Co., in the office of the California and installed by PBSW Supply & Equip- 
Federal Savings & Loan Assn., Los Angeles. ment Co. in the First Federal Savings & 


Loan Co., Phoenix, Ariz. 


Cae Rees ae 


The noise of these old style key punches is controlled by Sof-Tone acoustical cabinets, product 
of Gates Associates, which also provide fluorescent lighting. 


The offices of Brown 
Shoe Co., St. Louis, 
home of Air Step, 
Life Stride, Natural- 
izer, Buster Brown, 
Roblee and other 
brand shoes. Vul-Cot 
Wastebaskets are 
used throughout the 
building. 





Modern machines (left) are replacing 

the abacus (right) in Japan according 

to J. Yamamoto, dealer for Monroe Cal- 
culating Machine Co. in Tokyo. 


Lily Nakamura (left) operates a Clary 

electric adding machine while Louise 

Kawasumi demonstrates a soroban in the 

office of the Bank of Tokyo of Calif., Los 
Angeles. 





Eight documents, some with carbons, are produced from each plate, in the offices of Premier 
Motor Policies Ltd., London, on Bradma British addressing machines made by Adrema Ltd., 
London. Plate is reused for policy renewals, The system saves retyping and checking time. 
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This office of Reeves 
Banking & Trust Co., 
Dover, Ohio, is light- 
ed with Guth Lite 
Blox troffers behind 
Grate Lite Louvers 
to minimize reflected 
glare from papers 
and machine keys 
while maintaining an 
average of 45 foot- 
candles for posting 
operations. 





SorterGraf equipment in the accounts payable department of Boeing Airplane Company's 
Wichita, Kan., Division is used to sort and group the various forms concerning a bill to be paid 


by Boeing. This system has done much to reduce the time spent filing and matching documents. 











A Safeguard Checksigner in use in the An Orzalid Ozamatic photocopier processing insur- 
office of Hunter Spring Co., Lansdale, ance applications for American Hospital & Medical 
Benefits in Detroit. 


t 





Chief Joe Medicine Crow dictates on a Gray A self-contained Frigidaire air condition- 
Audograph at ceremonies which made Eric ing unit in the office of General Shoe Co., 
Stainton (left), Chief Old Crow. Nashville, Tenn. 


One of 300 mod- 
ular units in the 
Bayway Office 
Building of Esso 
Standard Oil Co.., 
Linden, N. J., 
and two of the 
600 Milwaukee 
upholstered chairs 
installed by Max 
Blau & Sons, 
Newark, N. J. 














packaged arithmetic Olivetti offers a proved way to increased 
figure-work efficiency: ‘‘packaged arithme- 
tic,” provided by the Olivetti Fully Auto- 
matic Printing Calculator. Hand this all- 
purpose machine any problem in business 
arithmetic. It gives back to you all the 
details of the problem, plus the answer, 


neatly “packaged” on a printed tape. 

The only fully automatic printing calcu- 
lator, made by Europe’s largest manufac- 
turer of office machines, it automatically 
multiplies and divides, and is also a com- 
plete 10-key adding machine with direct 
subtraction. Versatility, speed and depend- 
ability make “packaged arithmetic’’ ideally 
suited to many business operations. More 
than 10,000 U. S. firms today use Olivetti 
Fully Automatic Printing Calculators, sold 
and serviced by over 400 dealers. For in- 
formation, write Dept. AU. Olivetti Corpo- 
ration of America, 580 Fifth Avenue, New 


York 36, N, ¥; 


olivetti 


THe Orrice—May, 1954 





No more tedious proof 
reading and retyping... 
wasting high-priced time 





in making extra copies. 


eeeeesee ose eeoeaeenoeeoeeoeeeeeeese 6 
f 


One page of typing saved 
per day...pays for the 
Bambino in any office. 
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Introducing 
the Bambino 


a new, high speed, low cost 
direct copying machine 
for every office... 





The Bambino is the new Ozalid” model, little larger 
than a typewriter. 


It copies anything typed, written, or drawn on translucent 
paper, that is not over nine inches wide, any length. Most 
letterheads are translucent enough for reproduct’on. 

It makes finished letter size copy in less than a minute, 
delivers them dry, at a cost of less than two cents. 

The Bambino needs no messy developing solutions. Any 
girl can use it. And it pays for itself, even in a small office. 
Modestly priced at $410. 

For a demonstration call the Ozalid office or distributor 
listed in your phone directory. Or write for free, illustrated 
Bambino booklet—to 170 Ozaway, Johnson City, N.Y. 


OZALID 


A Division of General Aniline & Film Corporation 
... From Research to Reality 
In Canada, Hughes Owens Company, Ltd., Montreal 
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ADDRESSING 


MACHINES 


print their addresses from Index Stencil Cards in which the addresses 
are stenciled at typewriter speed with any standard typewriter. 

56 Elliott Branch Offices are now operating and working with 
2252 Dealers who are successfully selling our new 1954 line of Elliott 
Addressing Machines which range in price from $50 to $500 and in 
speed from 20 to 125 different addresses per minute. 

If you sell typewriters you can sell Addressing Machines. 


THE ELLIOTT ADDRESSING MACHINE CO. 
199A Albany St., Cambridge 39, Mass. 
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general office 


’ 
Hl 2 


—— 


WMibwoukey 


Mafietpad ism to clinch the complete sale 


FINEST FIT ANYWHERE: Yes, 
MILWAUKEE METAL-LUX dealers 
executive office Z ig i Bee are selling the complete business 
installation—because METAL- 
reception room } LUX has a4 superior ¢ hair for 
every application. The line is a 
solid selling success— moving by 
the thousands—on the sheer 
merit of clean, modern appear- 
ance, superlative comfort and 
construction—and obvious 
good value. Your metal chair 
sales will show a definite boost 
when you stock and display 
METAL-LUX—you'll clinch the 
complete sale on new installations 
—and once you get a few num- 
bers into old installations, you’ll 
convert them to METAL-LUX 
secretarial pool : throughout. If you haven’t yet 
ae ) 
shared in METAL-LUX profits, 
get the full details today. 


See us at NOFA: Booth 201. 
MILWAUKEE METAL FURNITURE COMPANY « 101 W. CAMPBELL AVE., CHICAGO 12, ILL. 
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The Brand for 
Wa hery Demand 


Read How FLAGSHIP’S Patented Metallic Back Helps 
You Hold Your Inventory Down... Push Profits Up! 


If trying to satisfy the many different demands, tastes and whims of carbon paper 
purchasers has saddled you with an inventory overfat with different brands, weights 
and finishes — you'll want to read every word of this. But we'll tell you right away — 
you can solve all your problems with one line— metallic back Flagship. Like Topsy, 
most stocks of carbon paper just grow. First, a basic stock. Then special numbers for 
special customers. Then new items as they come out. Then this, then that. Today, for 
every carbon paper number a fellow can sell, the chances are he’s carrying two no- 
body —even in his own organization— understands or wants! Dead stock piles up : 
and dead dollars that could be pulling profits in other merchandise. But that can never 
be the picture when you carry Flagship. Because of its patented metallic back and 
scientific carbon balance you can actually sell more carbon paper and realize bigger 
profits with less stock! Here’s why: 





With Flagship you don’t have to load up with “‘fringe’’ weights and intensities. Flagship is 
so ingeniously constructed, inked and finished that a few numbers do all the jobs there are! 


The simplified Flagship line is easier for your sales staff to explain and sell. And the 
re) crisp, metallic back — looks, feels and is clearly superior — gives your people something new 
and tangible to talk about! 


When your customers need more carbon paper they'll come back to you for easily recog- 
nized, easily remembered Flagship! 


Quite a story? There's plenty more to it—other ways that Flagship speeds turnover, 
widens profit margins, gets new business and steady repeats. A postcard or letter 
today will bring you the whole eye-opening array of facts. 


CARBON AND RIBBON MANUFACTURING CORPORATION 
Al i iE General Offices and Factory: 165 Duane Street, New York 13 
Western Office & Warehouse: 3404 So. Main, Los Angeles 7 


Tuk Orrice—May, 1954 





**Easy View'’ curved 
window shews each 
amount rung vp. 


New ribbon printing me- 
— — = 
and evb le cash receipts: 
one for your customer, 
one for your records. 


**Greased Lightning’ 
push button operation 
with keys scientifically Cc 





for minimum finger ond 
eye fatigue. 





4 1 of * 


A P strea 
lined design with gleam- 
ing enamel finish, 
chrome plated rust-re- 
sistant trim. 


THE REGNA 

1S THE MOST 
Here at last is the all-purpose BEAUTIFULLY DESIGNED 
machine specifically designed for 
those small and average-size mercl.ants CASH REGISTER TODAY! 
who comprise the bulk of your volume market! 
A machine so versatile, so magnificently engineered and designed, it's destined to tolly up the 
biggest sales record in your experience! Exaggeration? Just compare Regna feature for feature, 
price for price with any other similar machine on the market today. You'll be convinced that 
with Regna you have the trump card, the shot-in-the-arm your business needs! 


Nationally advertised to millions of retailers in every field... 
fully backed with dealer promotional material. Easy 
time-payment plan for your customers. BOUT REGNA 


FACTS A 

GET ALL THE ow! 
Fil, IN COUROR © l 

: Regna Cash Registers, Inc. 

175 Fifth Avenve New York 10, N. Y. | 

Gentiemen: 
Please rush more information on the new Regna and tell me | 
how | can become a Regna dealer. 
— 
Address_ | 
City lone. State 


SE EL 
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. MERCURY PRODUCTS | 
BUILT RUGGED FOR LONGER LIFE 


gS AND BLANKETS 


MERCURY-LITH ROLLE 
for Multilith prin 


nes 
ting machi 


OLLERS 
RY-GRAPH R 
aul ating machines 


for Multigraph duplice 


It takes a lot longer to wear out these extra sturdy rollers 
and blankets. The extra mileage is BUILT IN with materials 
tested for the severe punishment of huge commercial printing 
presses...far harder on rollers and blankets than office dup- 
licating machines. They’ll give you finer reproduction, too. 
Specify MERCURY and see! 


Ra Pi D Ro LLE R co. FEDERAL AT 26TH ST. + CHICAGO 16, ILLINOIS 
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These modern wardrobe units keep wraps open to light and air, 
dry and in press. They reduce floor space requirements to a 
fraction; are so designed and finished they fit in any available 
space: are fireproof, verminproof and built for lifetime service 
of welded heavy gauge furniture steel. They have become stan- 
dard equipment in offices, factories, public buildings, schools, 
churches, institutions and homes-——wherever there is a wraps 
problem, 





No. $-6 
Office Valet Costumer 


Replacing costumers in 
private and smoll offices 
accommodates 6 coats, 
6 hats, umbrellas and 
overshoes. 


eS "i 


No. 3-U 
Office Valet Rack 


Accoramodates 3 
people per sq. ft. 
ov 6 per running 
foot in double 
back-to-back 
units. Any length, 
by the foot. 





A No. 342 
ues Valet Wall Rack 


Mounts on wall accommodates 
3 coats and 3 hats per foot. 
In cabinet wardrobes or closets 
gives checkroom efficiency. 





No. 6-12 
Lockerette 


Combine best 
feature of 
both lockers 
and racks. 
Keeps wraps 
aired, dry, in 
x 
1S” 
lock boxes 
keep per- 
sonal effects 
private 


No. $-4-CT 
Checkerette 


Stores away like 
folding chair. Set 
up anywhere with- 
out tools in a min- 
ute. Holds 24 hats 
and coats on 
hangers (or 32 on 
hooks) in 4 ft. 




















No. D-4-CT 
Checkerette 


More capacity 
than any other 4 
ft. rack (up to 64), 
Fold-away, ad- 
justable height 
shelves, caster 
base and other 
features 





No. H-4-CT 
Checkerette 
Hatter 


Holds 50 hats. 
Also widely 
bought on casters 
as portable, sta- 
tionary, display, 
gathering service 
ond vault rack 
Fold-away fea- 
ture. Also made 
in 3 ff. unit. 














No. W-4-CT 
Checkerette Wall Rack 


Most flexible rack built. Lengths to 
fit in anywhere. Hangers or hooks, 
single or double hanger bars and 
end boars. Mounts any height. 
Extends only 11” from wall 


Write for Catalog Sheets showing rt 
modern wardrobe equipment for the office, factory and home No, 198 (first floor). 


VOGEL-PETERSON 


Chica 
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No. 98 

Checkerette Stormrak 

) Placed at door saves 

floors and carpets. Holds 

| 8 umbrellas, 9 poir 
* overshoes 

No. 4 ee 

Umbrella Rack Plt 


Sizes to hold 24 or 16 
umbrellas. Compact effi- 
cient removable deep pan | 
All these modern 
wardrobe units will 
be exhibited at the 
OFA Show in space 


COMPANY 


o 9, Ill. 





“80 * ote t eo ton, 
* 


TUBE INK 
for GESTETNER DUPLICATORS 


@Fits the Express Inker PERFECTLY — 
NO ADAPTORS REQUIRED 


@MORE COPIES PER POUND 
@FREE FLOWING 
@FASTER DRYING 


Will not damage silk screens or waver roll- 
ers...will not clog pump 


Available in the following colors 


RED * GREEN * BLUE * BROWN 
YELLOW * ORANGE * BLACK 
GRAY * PURPLE 


AND... 


The world famous KLEAN 
WRITE “Crystal” Stencil is now custom 
made for the Gestetner and all other foreign 
duplicators. ONLY KLEAN WRITE QUALITY 
can assure you of the following features: 
STATIC FREE... PERFECT FIT... LONGER RUNS 
THE NEW AND REVOLUTIONARY “JET” 
GREEN COLOR! 


 PRANKEL CARBON 
& RIBBON CO... 


285 Ris Grande Blud. Denver, Colorade 
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ADDO-X 
plus SML* 


here’s a plus that will 
really send your sales! 


Moves since the introduction of the 

new ADDO-X with STEP-O-MATIC 
MULTIPLIER LEVER* — the exclusive plus 
feature that eliminates Finger Fatigue and 
speeds up multiplication — ADDO-X sales 
have literally soared. And no wonder, 
when you can offer your customers automatic 
clearance of Keyboard after multiplication, 
precision-built mechanism, and error-proof 
design — all at no extra cost! 

ADDO-X is now being pre-sold to top 
management in leading trade and 
business publications. 

Write for new, descriptive literature today! 


* STEP-O-MATIC MULTIPLIER LEVER 


ADDO MACHINE CO., ee 


145 WEST 57th STREET, NEW YORK 19, N.Y. CIRCLE 5-6940 
Exclusive U. S. Distributors; Addo-X Adding Machines 
Multo Calculators — Roneo Mimeo Machines 
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Everyone who owns or operates an offset duplicator should have 
a copy of this booklet. It tells how you can put idle duplicator 
time to valuable use—how Colitho Offset Duplicating Plates are 
used to cut paperwork corners efficiently—how to eliminate 
transcription errors and reduce production costs. You'll find it 
full of useful ideas. 


! E| 
1S FRE * Please use the coupon and attach it to 


your business letterhead. 


THE “ONE-WRITE” WAY TO RUN A BUSINESS 


Colitho Division COLUMBIA RIBBON AND CARBON MFG. CO.), Inc. 
605 Herb Hill Road, Glen Cove, N. Y. 


Send the booklet ‘‘Cash In On Your Duplicator's Idle Time.’ 


Name 








Company—— 





Address 





a 
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NEW 
Books 


SUCCESS AND SATISFACTION IN YOUR OFFICE 
JOB by Esther R. Becker & Richard L. Law- 
rence. Harper & Bros., New York, pp. 149, 
$2.50. 


Here’s a rare book that we believe 
should be read by every female office 
worker for the benefit of herself and her 
management. Since all the girls probably 
will not run out and buy the book, it 
might be a good idea for management to 
buy a and around, The 
authors tell why an office is a good, place 
to work and how to be happy and sue 


copy pass it 


cessful in an office job. It’s psychology 
made interesting because the many ex 
amples cited are based on actual office 
occurrences. Executives can gain more 
benefit from the book in their offive by 
obtaining a free, accompanying ‘‘ Manual 
for Upgrading and Training Office 
ployees. oF 


kim- 
that use 
the book there is a discussion outline. 


For business schools 


HOW YOU CAN EARN $10,000 TYPING AT 
HOME by Lenore E. Felgen, Felgen & Associ- 
ates, Chicago, pp. 65, $2. 

The author tells how she did it: how 
she got work and how she did the work 
in five hours a day at home, which left 
her time for her household chores. Others, 
of all ages, can do it with a 
typewriter on a desk or stand, 
dictionary and typing supplies. 
Since all these are available from office 
machine and 
tioners, maybe they 
book, too. 


standard 
a lamp, 
some 


sta- 
this 


dealers commercial 


should sel] 


READER'S CHANGE OF ADDRESS should be 
received two months in advance of issue with 
which it is to take effect. Both old and new 
addresses should be given. 
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Are YOU Headed 
For $10,000 a Yr.? 


Hundreds of Positions 
Opening Each Year To Men 
Trained In Systems & Procedures 


High Salaries and the Satisfactions of 
Success for those who master the techniques 
of the new Systems Profession. Systems 
Analysts, Systems Engineers and Manage- 
ment Consultants progress quickly to earn 
top salaries. Now, for the first time a com 
prehensive, certificated home-study course 
in Systems and Procedures is offered to 
you! 
New, Simple, Home Course. 
Lays Foundation for Career. 
Details FREE! Send coupon today. 

Now you can learn to use the techniques of 
the Systems profession under the guidance 
of trained, experienced business leaders 
Prepare for PROGRESS now by examining 
actual industry case histories! Learn how 
to: 1) Make Systems Surveys. 2) Discover 
the Weak Spots. 3) Write Standard Practice 
Manuals. 4) Dvaw Procedure Charts. 5) 
Design Forms. (This will help any one in 
any job!) Get professional pointers on Con 
ducting Interviews, Applying Creative 
Thinking Techniques, Organizing a Systems 
Department, Setting-up a Work Simplifica- 
tion Project. You'll find this course the key 
to new happiness and progress in your 
career. See for yourself—get FREE detail 
today! Just fill-in coupon and mail—you 
need buy nothing, no obligation. Get started 
today ! 





Instructive Helpful Books 


Read Them on FREE Trial! 


How To MAKE A PROCEDURE MANUAL Practical, 
Hae Instructions. 136 large, 8'oxll Pages, 


$5.50. 

The TECHNIQUES of SYSTEMS and PROCEDURES 

Comprehensive fully illustrated, 345 pages, $15.00 
Send No Money—Just Fill-in Coupon, Mail! 











*SSSSSSSSSESSEESEESEESESEESSEESeeeeeeeeeeeeeee 
« Office Research Institute 
§ Dept. 15, P.O. Box 1303, Miami 43, Florida 
S(] Please rush full details about new ORI home- 
study course on Techniques of Systems 
Procedures. No obligation to me, of course! 
Please send, for Free 5-Day Trial the Book(s) 
Checked Below. | will read for 5-days, if | want 
to keep books(s) | will send price, plus shipping. 
Otherwise, | will return in 5 days and owe nothing! 
How To MAKE A PROCEDURE MANUAL 5.50* 
| The TECHNIQUE of SYSTEMS and 
PROCEDURES 15.00* 


i) 
a 
7 


Name 
Address 
City, Zone St. 


# *SAVE! Check here [] if you enclose check for 
= book(s) now. WE then pay shipping charges. You 
= get same 5-Day deal! Money back guaranteed! 


feseeeeeeeseeeeeeeaeeaaease 
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YOU NEED THIS “4. 


Challenge 47) 


EQUIPMENT 


PAPER CUTTERS: 

11 models — 7 sizes . . . from 

lever cutters in bench and floor models 
—to power cutters with hand or 
hydraulic clamp. Engineered to provide 
smooth, accurate cutting with 

minimum effort and maximum safety. 


PAPER DRILLS: 


For standard run of loose- 
leaf work. Also adapt- ee - | 
able for variety of TRADE-MARK (®) 


novelty jobs. 9 styles " — nie 
ah ose boa: dealers in all principal cities 


foot, power models. a, 


THE CHALLENGE MACHINERY CO. 
GRAND HAVEN, MICHIGAN 


PROOF 7 - : , « i ; Send details as checked below: 
PRESSES: _— s “ [] Paper Cutters [|] Paper Drills 
Always a sharp [ ] Proof Presses [|] Paper Punches 
clean impression; 

easy operation. 


Full selection of 5 = 
styles — 5 sizes. Full Address 


i | ) 


Mail coupon for specific information 
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SCAR WILDE, when asked for ad- 

vice on how to hang a newly-pur- 

chased set of draperies, said, “Do not 
arrange it; let it occur!” This remark, 
intended solely for decorators, seems to 
have been adopted by a large part of the 
filing world. It is plain that far too 
many show no evidence of 
thoughtful planning, a sound system or 
sensible physical placement. One of the 
reasons for this situation is lack of 
agreement as to the best principles and 
practices to follow. The three most con 
troversial subjects known to man seem 
to be politics, religion and filing systems. 
While progressive filing equipment 
manufacturers steadily improve their 
products so that record keeping can be 
done faster, cheaper and better, the sys 
tems experts seem overly preoccupied 


recor( ls 


in defending pet theories. 


An important step in the right diree 
tion would be an admission by all hands 
that no one particular policy, procedure, 
system or technique is necessarily the 


best under all circumstances and condi- 
tions. This objective philosophy would 
make it possible to dispassionately con- 
sider various solutions to a records prob- 
lem and to select the one best suited to 
the need at hand. 

Take the question of centralization 
versus decentralization of active, current 
files. (Abraham Lincoln indicated where 
he stood on the matter by keeping 
records of value in his stovepipe hat!) 
This was not an acute problem in the 
early days, mainly because records were 
few and most details regarding a trans- 
action were remembered by the proprie 
tor of the business. In many such cases, 
no written record was made of trans- 
actions. <A little later, clerks were as 
signed to various functions of the busi 
ness and they retained the papers relat- 
ing to their particular duties (here was 
complete decentralization of records). 
With further expansion, progressive 
firms reorganized their businesses into 
functional divisions, such as aecount 
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CENTRALIZED 
HLES 


VS. 


DEGENTRALIZE 
HLES 


TERRY BEACH 


Chief, Current Records Branch, 
Records Management Division. 
National Archives & Records Service, 
General Services Administration, 
Washington, D. C. 


ing, advertising, production, purehasing 
and sales, the head of each division being 
responsible for its records (here began 
the trend toward centralization). As the 
vears unfolded, businesses continued to 
grow, branches were opened and large 
national organizations appeared. It was 





found that “personal” and divisional 
files destroyed the continuity of records 
on given subjects and events. To pro- 
duce the whole story of an important 
business transaction, it was necessary to 
search through the records of several and 
sometimes all files. In the belief that 
would save time, cut costs and fix re- 
sponsibility for the whereabouts of all 
business papers, central filing depart- 
ments made their appearance. 

In many large and well-organized 
concerns, this mass centralization of files 
was the answer. Other organizations, 
however, particularly among 
Federal Government agencies, found the 
experiment a costly failure due to ignor- 
ing of circumstances which handicapped 
successful centralized record keeping. 
Today, opinion still is sharply divided 
on the issue. Why? Surely, any 
thoughtful seeker after trath will agree 


1. Use 
2. Time 


those 


3. Space 
4. Security 
5. Cost 


1. USE. Probably this is the most 
important factor in deciding where to 
put active files. If a block of records is 
used almost exclusively by a certain of- 
fice, unit, section, ete., that fact speaks 
strongly for placing those records in 
that office or unit or section. Conversely, 
if a record is of such character as to 
require its joint use by several offices, 
units, sections, ete., that qualifies the 
record for maintenance in a_ location 
accessible to all its users. 
records do not fall so 


most 

Sometimes 
neatly into one of the two categories. 
They may be claimed by several or- 
ganizational elements as being of prime 
interest to each of them. Decision should 


be based on facts obtained through a 


that no organization should: 

1. Permit bits and segments of its 
records to be seattered at random 
throughout the organization at whatever 
places they happen to be created or 
accumulated, with no uniformity of sys- 
tem or other controls. 

2. Arbitrarily force centralization of 
records, regardless of the practical needs 
of offices which must use the records. 

If these two extreme conditions are 
to be avoided, where should active files 
be? There can be no disagreement with 
the general premise that they ought to 
be put where they will be of greatest 
utility to all who must use them. This 
should be accomplished so as to success 
fully prevent widespread maintenance 
of duplicate records. This Utopian situa- 
tion becomes more of a reality when 
records placement 1S governed by con 
sideration of these factors: 


6. Control 

1. Personnel 

8. Documentation 

9. Types of Records 
10. Size of Organization 


test-check of how often and how long 
the records involved are used by each 
element. The primary of legal, 
versonnel, property, purchasing, budget 
and accounting will be those 
offices made responsible for these func- 
tions. Not so predictable are the so 
called “program” and “general corres 
pondence” types of records. A new, 
small organization would do well to 
start out with all records in one location. 
Then, as become adequately 
staffed, the records may be decentralized 
as necessary. 

The general rule, as far as this fae- 
tor is concerned, is to place records at 
the point of their heaviest use. 

2. TIME. In some organizations, 


users 


records 


offices 
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business is of such a nature that service 
must be provided on an “at once” basis; 
urgency is routine. In most instances, 
this is a strong reason against mass cen- 
tralization of reeords since it is difficult 
to place the central files close enough to 
the offices to be served. The time needed 
to transport records to users may be 
prohibitive. In other organizations, 
time is not so prominent a factor; busi- 
ness is not geared to as frantic a pace. 
Under these circumstances, satisfactory 
records service may be provided from 
points not so conveniently located in re- 
lation to using offices. 

When records are located too far from 
their main users, the ery of inconveni- 
ence is raised and counteraction taken. 
Openly or covertly, local “personal” and 
“convenience” files are established which 
duplicate to some degree the centralized 
files and breed a host of evils. On the 
other hand, uncontrolled decentralization 
has its hazards. Abnormal delays oc- 
eur when assembling information on 
a broad subject when parts of the 
record are scattered at undetermined lo- 
cations. More time is required to de- 
veloped and apply records retention and 
disposal Again, excessive 
duplication may oceur as each point at 
which the reeords are located acquires 
and files copies. 


schedules. 


From the standpoint of the time fae 
tor, the general rule should be to place 
records where they can be made available 
to the most users in the shortest amount 
of time. 

3. SPACE. Too often space is allo- 
eated for practically every other fune- 
tion of a business before somebody re- 
members, “We’ve got to find some place 
for the files.” Odds are that the space 
left by that time is the least desirable. 
There are other reasons why the search 
for records space can be something less 
than soul-satisfying. Centralized filing 
requires relatively large floor areas. This 
adds to the difficulty of finding suitable 
space for the purpose, convenient to all 
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or most offices to be served. Size of 
space becomes less of a problem in direct 
proportion to the extent records are de- 
centralized. Records can be decentralized 
without undue consumption of prime 
office space if properly laid out, and a 
program ot periodic records disposition 
applied. 

Try to select reeords space that 1s 
free of structural obstacles which in 
terfere with a rapid, forward flow ot 
work. If possible, the space should b¢ 
near elevators, stairwells, mailroom, tube 
system and other service facilities. It 
should be checked for its ability to with- 
stand the anticipated floorload. Excel- 
lent lighting, natural and artificial, 
should be provided. As far as space is 
concerned, therefore, the general rule 
should be to centralize only when avail 
able space is convenient to users, ample 
in size, structurally suitable, well lighted 
and close to service facilities. 

4. SECURITY. In 
tions, the element of security must over- 
ride all other factors in determining how 
far to go in centralizing or decentraliz 
ing. records 
fied security-wise must be limited, it may 
be necessary that they be filed apart 
from other records. This will limit selee 
tion to areas which are best suited to 
such records. Valuable records 
should be protected from the elements, 
rodent and insect damage, vandalism, 
theft and the hazard of war. Need for 
providing maximum protection should 
predominate in deciding where to place 
these records and reproductions of them. 


some organiza 


: 
Because access to classi- 


house 


The general rule from the standpoint 
of seeurity should be to place records 
bearing security where 
they will be properly safeguarded. Place 
al valuable records where they will be 
properly protected. 

5. COST. Theoretically, centralized 
filing provides maximum economies in 


classifications 


space, equipment, supplies and utiliza 


tion of personnel. It can be the most 


expensive, if established without due re 
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gard for the use and time factors men- 
tioned and the vital factor of control 
(see No. 6 below). Unless central files 
are near users with service consistently 
prompt, and unless there are enforced 
prohibitions against establishment of 
files in other locations, duplication will 
result. That means costly consumption 
of space, equipment, supplies and hu- 
man effort. 

Uncontrolled decentralization is an 
open invitation to high operating costs. 
Lack of uniformity in systems and pro- 
cedures results in purchase of special, 
non-standard equipment and supplies. 
Duplication of copies or of entire files 
Lack of 
an organization-wide disposition pro- 
gram steadily adds to the mounting cost. 
The general rule, with cost in mind, is 
to centralize records for 
other factors are 


consumes space and equipment. 


economy if 
favorable to centralize- 
tion. Otherwise, decentralize the records 
under central control. 

6. CONTROL, 
files 


Regardless of where 
successful operation 
will be influenced by the existence or 
absence of controls: 


are located, 
control over access 
to the files, control through use of a uni- 
form classification and filing system, 
control through standard operating pro- 
cedures, control through published, 
thoroughly distributed records policies, 
eontrol through coordination among 
points where records are maintained, 
control over procurement and use of 
filing equipment and supplies, and con- 
trol over records disposition. Concen- 
tration of records at a central point 
should provide the best opportunity and 
greatest ease in establishing controls 
and making them work. But—these con- 
trols can be effective only if they are 
reasonable, understood, supported and 
enforeed. 

the 
need for and difficulty of applying con 
trols. To prevent skyrocketing costs and 
steady 


Dispersal of records increases 


deterioration in the quality of 
service, control must stem from a cen 
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tral source delegated with the responsi- 
bility and authority for administering 
them. 

From the standpoint of control, the 
general rule is to centralize reeords to 
narrow the span of control, if factors 
otherwise are favorable to centraliza- 
tion. If decentralization of records is 
called for, make central control a must. 

7. PERSONNEL. Employees who 
work with central files, devoting as they 
do full time and attention to records 
maintenance and use, acquire a_pro- 


ficiency and service consciousness usually 


superior to personnel giving part-time 
attention to such matters. While they 
may become expert in their profession, 
however, they are not as likely to ae- 
quire specialized knowledge of a specific 
aspect of the company’s business as are 
personnel of decentralized files, and so 
may lack this advantage in interpreting 
the records needs of offices. Concentra 
tion of records under the full-time at- 
tendance of records personnel will re 
lease office personnel to other duties. 
This may not represent a savings. In 
fact, it may require additional personnel 
to staff the central files. 

Where central files exist, it is not 
uncommon for unsympathetic, non-co- 
operative attitudes to develop between 
the central files staff and personnel of 
other offices, because of misunderstand- 
ing as to “who keeps what.” Friction 
may spring from differences of opinion 
as to whether certain documents are of- 
ficial or personal, record or non-record, 
released or not released for filing, ete. 
This situation also may come about when 
files are decentralized, but it does not 
appear as often or as obviously as when 
central files exist. A traditional prob- 
lem that plagues central file operations 
is the reeruiting and retaining of com- 
petent, qualified personnel. Turnover 
may be so great that it is virtually im- 
possible to maintain a_ satisfactory 
standard of service or keep abreast of 
workloads. This problem is not nearly 
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so great in decentralized files operations. 

Under a decentralized file plan, there 
are obvious benefits to be derived from 
having records personnel available for 
temporary reassignment among offices. 
This will absorb peak workloads as per- 
sonnel are shifted to points where the 
need is momentarily greatest. An at 
tendant benefit is the broadening of per 
spective and increased versatility of the 
personnel involved. This technique re- 
quires central coordination. 

As far as the personnel factor is in- 
volved, the general rule is to decentralize 
records with central control and coordi- 
nation, for less turnover, better under- 
standing of local needs, less chance of 
friction. 

8. DOCUMENTATION. All progres- 
sive businesses are interested in seeing 
that their story, their experience, their 
know-how are properly documented, 
maintained and preserved, so that the 
successes and failures of the past can 
be used to deal with problems of the 
present. Under favorable conditions, 
centralized filing should provide the best 
opportunity for complete documentation 
of an organization’s activities. The span 
of control over the records needed for 
documentation purposes is narrowed. 
The chanee is presented to organize and 
coordinate the reeords according to a 
uniform plan. Thorough indexing can 
he done. 

The greater the decentralization of 
records, the more difficult control be- 
and the more difficult it is to 
assemble material for documentation 
purposes. It is harder to know whether 
or not complete documentation is being 
realized. Even a decentralized file plan 
should include provision for the careful 
and consistent assembling of policy and 
precedent-establishing documents (or 
copies of them) at a focal point. No- 
where is control more needed than in the 
area of documentation. Sound documen- 
tation doesn’t just happen; it must be 
planned, administered skillfully and 


comes 
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sustained. That means control, centrally 
placed and vested with responsibility and 
authority to promote and execute the 
documentation program. 

The general rule of documentation 
should be to physically centralize, if 
practicable. Otherwise, decentralize with 
restraint, under central control. 

9 TYPE OF RECORDS. The greater 
bulk of a company’s records practically 
clamor for some degree of centralization. 
For example, procurement records be- 
long centralized in the procurement of- 
fice, personnel records in a central file in 
the personnel office, and budget, voucher, 
contract, transportation and similar 
records concentrated in the offices re- 
sponsible for those functions. The basic 
nature of the record settles the issue of 
location. Keep an eye on the volume and 
rate-of-growth aspects of these types of 
records, to anticipate and forestall space 
problems which can be distressing. 

The general rule here is to count on 
automatically establishing central files 
for the types of records mentioned. 

10. SIZE OF ORGANIZATION. The 
larger the company, the less chance for 
satisfactory mass centralization of 
records. As the number of floors and 
buildings increases, the factor of time 
hecomes increasingly important, and 
physical distances weigh heavily against 
great concentration of records. Unless 
a building was designed with special fea 
tures to permit rapid transmission ot 
records from floor to floor, it is usually 
that located on 


necessary records be 


several floors, accessible to using offices. 


The reasoning follows when an 
organization has offices in more than 
one building. Each building should 
house the active records of the offices 
located there, if possible. 

A complication arises when, because 
of space limitations (1) an organiza 
tional element cannot be located entirely 
on one floor or in the same building, and 
(2) records are used by all of that or- 
ganizational element. When this situa 


same 


5 
ra 





tion exists, records should be placed on 
the floor or in the building where the 
largest part of the organizational ele 
ment is located, 


used 


or where the records are 
most frequently or reterence to 
them must be made most quickly, which- 
ever is applicable. Provide special mes 
senger and pick-up service for records 
called for by the rest of the organiza- 
tional Where the extent of 
distance justifies, explore the possible 
advantages of devices that reproduce, at 
the receiving point, messages W ritten or 


element. 


records displayed at the sending point. 
In considering the size-of-organization 
factor, the rule is to take into account 
the natural dividing of the organization 
into floors, bays, wings and buildings, 
in deciding where to place records. 
When all factors have been considered 
and whether to 
follow a centralized or decentralized files 
plan, that will represent a solid accom 
plishment! One further step ought to 
be taken a formalize the plan, clarify its 
purpose and prevent its gradual disinte- 
gration. Have each of the points where 
official files are to be maintained desig- 
nated as “official file stations.” This can 
be accomplished by the issuance of a 
policy directive that (1) gives the or- 
ganizational and physical location of the 
official file stations; (2) 


decision reached as to 


lists the offices 
to be served by each station; (3) iden- 
tifies the types ol records to be 
tained at each station; 


main 
(4) allocates re 


sponsibility for their efficient mainte- 
nance and adherence to standards; (5) 
prohibits the maintenance of official files 
at other than designated official file sta 
tions; and (6) assigns responsibility 
and authority for their coodination to a 
central source. Such a directive should 
he signed by a top official. 

Official file stations should be consti- 
tuted as a records network with connect- 
ing lines of communications and a nerve 
center, rather than as isolated outposts 
operating independently. 

Of all the factors cited, use and con- 
trol are the most important in most 
situations. It is hoped that you have 
arrived at approximately the following 
basic conclusions: 

a. There is no single, standard ar- 
rangement that will meet the require- 
ments of al! companies. 

b. Mass central files can’t operate sue- 
cessfully unless virtually ideal cireum- 
stances exist—and they seldom do. 


ce. Uneontrolled decentralization jeo- 
pardizes completeness of records, delays 


assembling of data, retards disposition 
and skyrocks costs. Therefore 

d. Decentralization under official sane- 
tion, to or near the points of use and 
with central coordination and control, 
presents ‘the most advantages and the 
fewest disadvantages. 

Where are files? You 
might find it interesting to see just 
where they are located and under what 
Use this 


your active 


conditions. checklist. 


What's Wrong with the Present 
Location of Your Active Files? 


The questions are so worded that check marks in the "NO" column will indicate possible need 
for corrective action. 


USE 


1. Are records which are used almost exclusively 
by a single office located within or conveniently 


near to such offices? 


2. Are records which are used jointly by several 
or many offices placed so as to be as accessible 


as possible to all such offices? 


Ys NO 


oe 
ie Sp tt 
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Is there absence of conflict between offices as to 
which has greatest need for given types of records? 


Were records originally placed on the basis of 
putting them at points of greatest use? 


Has a study been made during the past 12 months to 
determine if records are properly placed from the 
standpoint of use? 


6. Is there a definite plan in effect that calls for 
such a study at periodic intervals? 


TIME 


1. For company activities of greatest urgency, are 
records so placed that service is provided at 
maximum speed? 


Is there absence of complaint from a number of 
sources to the effect that it takes too long to get 
records service? 


Are local offices free of so-called "convenience" 
official files which duplicate in whole or in part 
those in a central file? 

Is the time of central files personnel free from 
frequent searches for papers not sent to them for 
filing? 

Is the time of central files personnel free from 
abnormal workloads caused by the release of records 
accumulations from other offices? 

Can information on a particular subject be assembled 
from a number of different locations quickly? 


7e Can records be inventoried readily? 


&.- Can retention and disposal scheduies be developed 
and applied readily? 

SPACE 

1. Is records space satisfactory from the standpoint of: 


ae Size (including room for expansion)? 


b. Shape? 
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Freedom from structural obstacles which 
interfere with work flow? 


Floor load capacity? 


Convenience to elevators, stairwells, an 
other service facilities? 


Natural lighting? 

Artificial lighting (50 foot candles or higher)? 
Heating? 

Ventilation? 


2 Were records orizinally located on the basis or 
placing them in the most suitabie records space? 


3. Has a study been made during the past 12 months to 
determine if records space is satisfactury? 


4. Is there a definite plan in effect that calis for 
such a study at periodic intervals? 


SECURITY 


le Are records classified security-wise in areas best 
suited to safeguard them? 


Have valuable records, and reproductions of them, 
been placed so as to provide maximum protection from 
hazards? 


Has the placement of records classified security-wise 
been worked out in collaboration with the company 
security officer? 


U] 


COS 


le Does the present location of files permit maximum 
economies to derive from: 


ae Use Of Standard equipment ana supplies‘ 


Blinination of preparation and filing of duplicate 
copies? 


Disposition activities to release space and 
equipment? 


de Minimum number of records personnel? 


La Ge td 
(IO 0 
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CONTROL 


1. Is there authorized central control over all records, 
wherever placed? 


&- Has delegation of authority and responsibility for 
this control been published and thoroughly distri- 
buted? 


Does this control include the following: 


a. Organization of records according to a uniform 
classification and tiling system? 


Standard operatinzg procedures? 


Limiting withdrawal and refiiing of records to 
records personnel? 


Publication of a manual or handbook of sta‘idards 
for the guidance of records personnel? 


Establishment of means for coordination among and 
between all points where records are maintained? 


f. Review of requisitions for filing equipment and 
supplies? 


ge Enforcement of disposition activities? 


he Establishment of Official File Stations? 
ie Standardization of forms used in files operations? 
PERSONNEL 


1. Does the number of records personnel remain stable, 
commensurate with the volume of papers filed? 


2. Is turnover normal? 
3. Is there absence of jurisdictional disagreement 


between personnel of different file groups, as to 
custody of papers? 


Are records personnel shifted to points where peak 
workloads exist? 


Are records personnel, regardless oi location, 
provided uniform training? 
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DOCUMENTATION 


1. 


4. 


Is there published company policy on the importance 
of and need for adequate documentation of company 
business? 


Is there published guidance as to how adequate 
documentation can be accomplished? 


Is there a plan in effect for concentrating at one 
or more focal points, records of policy and precedent- 
establishing nature? 


Are such records being maintained physically separate 
from purely routine records? 


TYPE OF RECORDS 


le 


Are the official file copies of types of records which, 
by their nature suggest centralization (personnel, 
transportation, property, etc.) together in the office 
responsible for the function involved? 


Has their potential volume and rate of growth been 
taken into consideration in assigning space for such 
records? 


TYPE OF ORGANIZATION 


1. 


Re 


Has the physical division of the company into 
buildings, floors, wings and bays been taken into 
account in deciding where to place records? 


When a part of the company is not entirely on one 
floor or in one building, are its records (a) on the 
floor or in the building where the largest part of 
the company is located; or (b) where the records are 
most frequently used; or (c) where reference to the 
records must be made most quickly? 


Has messenger service been provided for, on a spec- 
ial basis, to deliver and pick up records called 
for by the rest of the company? 


OFFICIAL FILE STATIONS 


1. 


Re 


Have Official File Stations been formally estab- 
lished throughout the company? 


Has a policy directive been issued that describes and 
formalizes the plan? 
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AIR VIEW OF ST. LOUIS’ BUSINESS SECTION 


35th ANNUAL 
NOMA CONFERENCE IN 
ST. LOUIS, MAY 23-26 


K. W. MOORE 
NOMA President 


HE 35th International Conference 
of the National Office Manayvement 
Assn. convenes in St. Louis on May 
23. John W. Dameron, conference pro- 
gram chairman, stated that early regis- 
trations indicate an attendance of 1,800 
at the business sessions, and Kenneth 


W. Moore, NOMA president, indicated 
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that more than 30,000 business execu 
tives will visit the exposition of prod- 
ucts this year. 

Speakers and their topics for the 
office management sessions of the con- 
ference will include: Dr. Cylvia A. Sor- 
kin, St. Louis management consultant, 
joint owner of United Employment 
Agencies Corp., Chicago, and director 
of Elmer Wheeler Sales Training Insti- 
tute for the Chicago area. Her topic will 








W. MARKS 
ALEXANDER 


be Progress Is Made By People. Jack 
(. Staehle, director of industrial rela- 
tions for Aldens, Ine., Chicago, whose 
topic will be Teaching, Learning, Lead- 
ing. Walter Reilman, Ernst and Ernst, 
St. Louis. His topic will be Madness 
In Your Methods—or Method In Your 
Madness? Prof. Wesley Wiksell of 
Louisiana State University, whose topic 
will be Progress Through Better Com- 
ae munication. James Thomson, special 


Schulhof Award Winner Schulhof Award Winner staff assistant, accounting department, 


2:00 p.m. 
3:00 p.m. 
6:30 p.m. 


10:00 a.m. 


11:00 a.m. 
2:00 p.m. 


3:00 p.m. 


United States Steel Corp., Pittsburgh, 
whose topie will be Machines—A_ Solu- 


PROGRAM OF THE 


SUNDAY, MAY 23 
Chapter Officers’ Council. 
Tea for NOMA Ladies. 


Chapter Presidents’ Dinner. Presentation of Schulhof Awards. Enter- 
tainment. 


MONDAY, MAY 24 
WELCOMING ADDRESSES: Joun W. Dameron, St. Louis Public 
Service Co. and J. C. Evans, Wagner Electric Corp., St. Louis. 


RESPONSE: K. W. Moore, Chicago Title & Trust Co., President of 
NOMA. 

EDUCATION FOR PROGRESS: Dr. KennetH McFarvanp, Educa- 
tional Consultant, Topeka, Kans. 

ANNUAL BUSINESS MEETING. Introduction of President-Elect. 
PROGRESS IS MADE BY PEOPLE: Cytvia A. Sorkin, Business 
Consultant, St. Louis. 


TEACHING, LEARNING, LEADING: Jack C. Sratute, Aldens, Inc., 
Chicago. 


Walter Reilman James Thomson 
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tion or A Problem? 
Participants in an important panel 
discussion on Offiee Practices, Privi- 
leges and Problems will include: Ray F. 
Prinz, personnel director tor the west- 
ern home office of Prudential Insurance 
Co. of America; George H. Briggs, 
supervisor of employee relations and 
administrative assistant to industrial 
relations manager, Saeco-Lowell Shops, 
Biddeford, Me.; Mrs. Beatrice .M. JACK C. STAEHLE JOSEPH P. MONGE 
Chamberlin, in charge of personnel Leffingwell Medalist a 
administration, Mutual Benefit Insur- 
ance Co., Omaha; Ross L. Hart, mana- 


NOMA CONFERENCE 


TUESDAY, MAY 25 


am. MADNESS IN YOUR METHODS—-OR METHOD IN YOUR MAD. 
NESS?: Water RemMan, Ernst & Ernst, St. Louis. 

am. PROGRESS THROUGH BETTER COMMUNICATIONS: Wester 
Wikse.t, Louisiana State University, Baton Rouge. 

p.m. MACHINES—A SOLUTION OR A PROBLEM? James THomson, 
United States Steel Corp., Pittsburgh. 

p.m. Annual Banquet—Speaker: Carvin D. JouNnson, Remington Rand Inc., 


Washington, D. C. Presentation of Leflingwell Medal and NOMA 
Fellowship. 


WEDNESDAY, MAY 26 


am. OFFICE PRACTICES, PRIVILEGES & PROBLEMS (Panel): JoHnN 
W. Dameron, Moderator: Beatrice CHampertin, Mutual Benefit 
Health & Accident Assn., United Benefit Life Insurance Co., Omaha: 
G. H. Brices, Saco-Lowell Shops, Biddeford, Me.; R. L. Harr, Canada 
Wire & Cable Co., Toronto; R. F. Prinz, Prudential Insurance Co. of 
America, Los Angeles. 


p.m. Annual Luncheon. Conference survey. Presentation of prizes. 


Calvin D. Johnson Dr. Cylvia A. Sorkin Dr. Wesley Wiksell 
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KIEL AUDITORIUM, ST. LOUIS. 


Acme Visible Records, Inc Kee Lox Mfg. Co. 
Addressograph-Multigraph Corp LeFebu:ie Corp. 

R. C. Allen Business Machines. Inc Manpower, Inc. 

American Dictating Machine Co. Marchant Calculators Inc 
American Photocopy Equipment Co Master Addresser Co 

Art Metal Construction Co McBee Co. 

Atlas Stencil Files Corp Miles Reproducer Co 

Bankers Box Co. Minnesota Mining & Mfg. Co. 
Charles Bruning Co Monroe Calculating Machine Co. 
Burroughs Corp. Mosier Safe Co. 

Business Efficiency Aids National Blank Book Co. 
Calculagraph Co. National Business Forms Associates 
Chart-Pak, Inc National Cash Register Co. 
Cincinnati Time Recorder Co National Litho Forms Co. 
Clark Peeper Co THE OFFICE Magazine 

Clary Multiplier Corp Old Town Corp. 

Columbia Ribbon & Carbon Mfg. Co. Olivetti Corp. of America 
Connecticut Telephone & Electric Corp Ormig-Queen Systems Corp. 
Copease Co. Peirce Wire Recorder Corp. 
Cupy-Craft, Inc. Pitney-Bowes, Inc. 

Ralph C. Coxhead Corp Plus Computing Machines, Inc. 
Curtis Publishing Co. Precisa Calculating Machine Co. 
Dazor Mfg. Corp. Record Files, Inc. 

A. B. Dick Co. Recoragak Corp. 

Dictaphone Corp Remington Rand Inc. 

Diebold, Inc. Rite-Line Corp. 

Ditto, Inc. Roneo Div., Addo Machine Co. 
Joseph Dixon Crucible Co. Royal Typewriter Co. 

Dun & Bradstreet Security Steel Equipment Corp. 
Dupli Voice Co. of St. Louis Shaw-Walker Co. 

Eastman Kodak Co Sikes Co. 

Thomas A. Edison Simplex Time Recorder Co. 
Elliott Addressing Machine Co Skinner & Kennedy Co. 
Esterbrook Pen Co. SoundScriber Corp 

Evans Specialty Co. Standard Register Co. 

Friden Calculating Machine Co Statistical Tabulating Co. 
General Binding Corp. Stow & Davis Furniture Co. 
General Fireproofing Co. TelAutograph Corp. 

Gestetner Duplicator Corp. Thomas Collators, Inc 

Geyer Publications Tiffany Stand Co. 

Gray Manufacturing Co. Times Facsimile Corp. 

Haloid Co. Todd Co. 

Hamiiton Mfg. Corp. Underwood Corp. 
Harris-Seybold Co Varigraph Co. 

Heyer Corp. Victor Adding Machine Co. 

E. A. Holscher Office Furniture Co Watson Mfg. Co. 

Hunter Photo Copyist Weber Addressing Machine Co 
Div., Jones-Wendell Corp. M. G. Wheeler Co 
International Business Machines Corp. Wood Office Furniture Institute 


wuts Onm Bam RM mM BeOS 
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You can 
always rely on 


PHOTOSTA 


MICROFILM EQUIPMENT 
the finest of its kind. . . made by 
MICROTRONICS CORPORA- 
TION and exclusively sold and 
serviced by PHOTOSTAT COR- 
PORATION 


For over 40 years, PHOTOSTAT COR- 
PORATION has manufactured, sold and 
serviced the finest of photographic copying 
equipment and supplies. They have been 
continuing years of successful service to 
American business and the varied require- 
ments of Federal, State, County and Muni- 
cipal governments, coast to coast. 

Today ... more than ever before .. . 
PHOTOSTAT CORPORATION - stands 
ready to serve you with photographic copy- 
ing apparatus and material of the very 
highest quality. From the small Instant 
Copier to the large, completely automatic 
continuous models, you can be properly 
equipped to handle your particular needs 
most efficiently and economically with the 


PHOTOSTAT is the registered trade-mark of 
PHOTOSTAT CORPORATION 
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(REG. U. S. PAT. OFF.) 


the most valued name 


in the photographic 
copying field 


same permanent, errorless copies .. . era- 
sure-proof, water-proof, and fraud-proof 
. .. that set the standard of good photo- 
graphic copying the world over. 

Yes ... the trade-mark “PHOTOSTAT” 
.. . wherever you see it . .. means the most 
efficient equipment and supplies for copying 
anything and everything that is written, 
printed, drawn, typewritten, blueprinted or 
photographed. 

We will welcome the opportunity to 
confer with you on your copying problems 
and to make specific recommendations as 
to how you can best solve them .. . with 
worthwhile savings in time and money. 


Write us for further information 


PHOTOSTAT CORPORATION 
299 STATE STREET, ROCHESTER 14, NEW YORK 
Service offices in most principal cities and in Canada 





ger of employee relation department, 
Canada Wire & Cable Co., Toronto. 

The ‘complete program appears on 
pages 78 and 79, and the list of exhibi- 
tors is on page 80. 

Annual NOMA pre- 
sented during the conference will in- 
clude the Leflingwell Medal to Jack C. 
Staehle of Aldens, Ine., Chicago; the 
NOMA Fellowship to Joseph P. Monge 
of Canadian International Paper Co., 
Montreal; and the Sehulhof Awards 
(presented by Thr Orrick Magazine) 
to Marks Alexander of Tennessee East- 
man Co., Kingsport, Tenn. and to Leon 
Megginson of Louisiana State Univer- 
sity, Baton Rouge. Mr. Alexander's 
paper is titled, “A Practical Approach 
to Methods Improvement in the Small 
Office,” and the title of Mr. Meggin- 
son’s is “Motivating Employees Through 
the Use of Non-Financial Incentives.” 
Both papers will be published in fol- 
lowing issues of THe OFFICE. 

Nearly a million dollars worth of 
office machinery, equipment, furniture, 
systems and supplies will be featured at 


awards to be 


NOMA’s Office Machinery and Equip- 


ment Exposition in Kiel Auditorium, 
May 24-27. Cooperating with NOMA in 
conducting the exposition are Office 
Equipment Manufacturers Institute, 
Wood Office Furniture Institute and the 
Metal Business Equipment Industry. 
The Office Management Assn. of Great 
sritain and Nippon Office Management 
Assn. are also cooperating with NOMA 
in the conference. 

K. W. Moore, NOMA _ president. re- 
vealed that the “1954 Exposition will be 
the largest in the history of our asso- 
ciation.” He attributed the high inter 
est this year to “demands for raising 
office efficiency by increasing the pro- 
ductivity of office workers through eco 
nomical but more efficient equipment.” 
More than 100 leading manufacturers 
of “tools” for the modern office will 
pack Kiel Auditorium with their devel- 
opments. Office management sessions of 
the conference will be held in the audi- 
torium to enable the 
tie-in between the 


possible 
and the 


closest 


discussions 


82 


exposition. 

In the next few years much of the 
attention formerly centered on increas- 
ing the productivity of plant workers 
will be concentrated on doing the same 
for the office employee, Mr. Moore said. 
“New types of automatic controls, auto- 
matic handling, automatic machines and 
vastly improved office equipment and 
methods of all types are being intro- 
duced and are already starting to re- 
place long-established time-consuming 
manual operations. Office management 
executives have been quick to realize the 
importance of this development. They 
are seeking ways of making operations 
more automatic. This is clearly indi- 
cated by the advance registration for 
the conference which is the biggest we 
have ever had for any exposition or 
international conference. 

“Manufacturers of office machinery 
and equipment are today showing the 
A record-breaking number of ex- 
hibitors will exhibit the latest devices 
in St. Leuis. New designs are now in 
production. Some of these will be 
shown for the first time in St. Louis,” 
he stated. 

“For many vears we have been faced 
with a dwindling supply of personnel 
because our wage rates could not, in 
many cases, compete with the wage 
rates for production line work. Office 
production depended on too many time- 
consuming manual operations. Produc- 
tivity per worker did not and could not 
justify salaries equal or better than 
those paid on production lines in the 
shop. Automation in the office is chang 
ing that pieture just as it did in fae- 
tories. By working more efficiently we 
can cut office operating costs while ae- 
tually justifying salary hikes.” 

Greater productivity and higher effi- 
ciency are needed not only to justify the 
continuous and unavoidable rise in 
office salaries but to lay the groundwork 
for continuing to attract highly quali- 
fied people to office work in the future. 

Conference registration forms may be 
obtained from NOMA headquarters, 132 
W. Chelten Ave., Philadelphia 44. 


way. 
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BURROUGHS 


3 
Dyiredor 
200 — 
ADDING MACHINE 


BRINGS YOU 
GREATER PROFITS! 





Selling is easy when you offer a product with customer 
appeal. And, the sensational new Burroughs Director ‘‘200” 
adding-subtracting machine really has it—eye-appeal 
and buy-appeal. 


Its flowing lines have the style to grace the office of your 

most particular customer. Its ease of operation sets a 
new high in efficiency. And it proudly carries the 

Burroughs name, famed symbol of dependability. 


All-electric, the Director ‘200° also has a special feature 
that permits hand operation at any time. Available in four 
models . . . 8- and 10-column capacities, with or without 
minus total... the Burroughs Director 200” series 
has just the nght adding machine to meet your 
customer's needs 


NN AS RATES 


Yes, the Burroughs Director “200” is today’s smartest, 
newest full-keyboard adding machine—a product 
with customer appeal that will give you new opportunities 
for sales and profits 


—®} --—s» --7«s -s -.-~7s --«s --s --s -—s--—s -— =» 


Burroughs helps you sell Burroughs — sof on/y by providing you with a om rior product— 
but with a complete promotional program, including Burroughs advertising in The 
Saturday Evening Post, Life, Time, Newsweek, Business Week and many 
other leading national publications: local newspaper mats, direct mail material, 
special displays, and many other valuable sales-building aids. 


Wherever 
There's 
Business 
There’s 


















Mobile 
Stock 


Brokers’ 
Offices 
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Three mobile office units, capable of 
rendering full investment services, were 
built by Marmon-Herrington Co. and 
Henney Motor Co. for Merrill Lynch, 
Pierce, Fenner & Beane for use in 15 
communities around Chicago, Boston 
and Newark, N. J. Photo at top shows 
the center office or board room which 
seats six persons comfortably. Board 
carries the latest quotations on popular 
stocks received over the unit’s radio- 
telephone. Divan and chairs are fast- 
ened to the floor. At left is a private 
office with curved settee, built-in desk 
and file. Bus is air conditioned, re- 
quires 30 by 10 ft. of parking space and 


will park in the same locations on the 


same days each week. 





“hakoow, LEDGER 


Made specially for today's high 

speed printing presses and office machines, Nekoosa 
pre-tested Business Papers are on the job everywhere. 
Your printer-can furnish them— in a wide variety of colors, 
weights and finishes. Also available in standard sizes, 
at your office supply or stationery store 


Nekoosa-Edwards. Paper Co., Port Edwards, Wis 


pre-tested 
. business papers 
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JOHN R. GRAY 


Executive Director 


Vv. L. CALDWELL 
NOFA President 


NOFA Convention in Chicago 


LANS have been completed for the 
psi: Annual Convention and Exhibit 

of the National Office Furniture 
Assn. at the Hotel Sherman, Chicago, 
May 8-11. John R. Gray, NOFA’s ex- 
ecutive director, stated that the conven- 
tion business sessions will feature well 


known people from the office furniture 
industry as session leaders. ‘There will 
be only two speakers on the entire pro- 
gram from outside the office furniture 
business. One will be George V. Denny 
Jr., moderator of Town Hall of the Air, 
who will be the speaker at the annual 





Registration 
Exhibits. 


Registration. 
Exhibits. 
Business Session. 


. CONCURRENT 


Brerzcarr Jr., Leader. 


Exhibits. 


Hall of the Air. 


9:30 a.m. 


York. 
12 Noon 
1:30-6 p.m. Exhibits. 





NOFA Convention Program 


SATURDAY, MAY 8 


Round-Up Party. Entertainment. 


SUNDAY, MAY 9 


MONDAY, MAY 10 
INDUSTRY WORKSHOPS: 


Manufacturers 
Manufacturers’ Representatives 


Annual Banquet. Speaker: Grorce V. Denny Jr., Moderator of Town 


TUESDAY, MAY II 
OFFICE FURNITURE MANAGEMENT CLINIC: Rosert P. Houston, 


Industrial Psychologist, Management Development Associates, Neu 


Closing Luncheon. Speaker: Rosert P. Hoiston. 


Dealers—Witiiam H. 
Gitpert H. Bosst, Leader. 
Eart E. Hanson, Leader. 
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BORROUGHS 
Whop RACK 


one of the best companions 
an office can have... 





Just look at that mess of coats and hats on ye olde 
clothes horse. It’s no exaggeration.. it’s an actual 
photograph. It shows only men’s coats and hats—but 
they could just as well be ladies’. Spring is here—it's 
shower-time ... coats must be hung straight to dry 
without rivers of wrinkles. And BORROUGHS WRAP 
RACKS are the answer to how to keep your coats in 
“tailored” shape, rain or shine. 
Available in 3 standard sizes to 
handle 6, 12 or 24 coats and hats. 
Yes, you can get double-face units 
also. May we have your name? We 





would be happy to tell you more. 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCT OMPANY OF DETROIT 


3002 NORTH BURDICK alii KALAMAZOO, MICHIGAN 
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Advance Metal Products Corp. 
All-Steel Equipment, Inc. 
Alma Desk Co. 

Aluminum Seating Corp. 
American Latex Products Corp. 
American Leather Mfg. Co. 
Arnot-Jamestown Corp. 
Artistic Desk Pad & Novelty Co. 
Art Specialty Co. 

Art Steel Sales Corp. 

Arrow Aluminum Casting Co. 
Ashtabula Hide & Leather Co. 
Atlas Stencil Files Corp. 
Bankers Box Co. 

Bassick Co. 

Berkey Leather Furniture Co 
L. M. Bickett Co. 

Blanchard Bro. & Lane 
Brown-Morse Co. 
Brunswick-Balke-Collender Co. 
Buckstaff Co. 


J. L. Chase Co. 

Chicago Lock Co. 

Cole Steel Equipment Co. 
Columbia Steel Equipment 
Corry-Jamestown Mfg. Co. 
Davis Upholstery Co. 

Dolin Metal Products 

Doro Mfg. Co. 

Dorset Steel Equipment Co. 


Durable Metal Products 
Eagle-Ottawa Leather Co. 
Emeco Corp. 

Ever-Ready Electric Co. 
Faultless Caster Corp. 
Filex Steel Products, Inc. 
Bernard Franklin Co., Inc. 
Fritz-Cross Co. 

Flexolator Co. 

Garden State Tanning, Inc. 
J. R. Geller Co. 

Geyer Publications 
Giftcraft Leather Co. 
Glaro Machine Products Co. 
Goodall Fabrics, Inc. 
Gregson Mfg. Co. 

W. H. Gunlocke Chair Co. 





Challenger Steel Products Corp. 


E. I. du Pont de Nemours & Co. 


Haeger Desk Co. 

Hamilton Mfg. Corp. 

Hanes Chair & Furniture Co. 
Harrison Steel Cabinet Co. 
Harter Corp. 

Haskell, Inc. 
Hering-Hall-Marvin Safe Co. 


High Point Bending & Chair Co. 


Hillside Metal Products, Inc. 
Home-0-Nize 

Hoosier Desk Co. 

Huntington Chair Corp. 
Imperial Desk Co. 

Indiana Chair Co. 

Indiana Desk Co. 
Industriade Screw & Bolt Co. 


Invincible Metal Furniture Co. 


Jasper Chair Co. 

Jasper Desk Co. 

Jasper Office Furniture Co. 
Jasper Seating Co. 
Johnson Chair Co. 
Kalistron, Inc. 

Kenmar Mfg Co. 


Keystone Steel Equipment Co. 


Lackawanna Leather Co. 
La Salle Products Co. 
Lehigh Furniture Co. 
Leopold Co. 

Lexington Metal Products 
Loeblein of Kent 
Lundstrom Laboratories 
B. L. Marble Chair Co 
Marnay Sales & Mfg. Co. 
Maso Steel Products 
McDonald Products Corp. 
Meilink Steel Safe Co. 
Metalstand Co. 

Midwest Folding Products 
Herman Miller Furniture Co. 
Milwaukee Chair Co 
Milwaukee Metal Co 
Modernize, Inc. 

Monarch Furniture Co 
Hugh T. Morean 

Mosler Safe Co. 

Murphy Chair Co. 
Murphy-Miller, Inc. 
Myrtle Desk Co. 


Exhibitors at NOFA Convention 


National Furniture Mfg. Co. 
National Lock Co. 

Neiman Steel Equipment Co. 
Nucraft Furniture Co. 

Office Appliances 

THE OFFICE Magazine 

Ohio Chair Co. 

Orna Metal Products Co. 
Parker Steel Co. 

Peerless Steel Equipment Co. 
Perfect Rubber Seat Cushion Co. 
Precision Manufacturing Co. 
Protectall Safe Corp. 

Radel Leather Mfg. Co. 
Richard, Inc. 

J. K. Rishel Furniture Co. 
Rockwell-Barnes Co 

Royal Metal Mfg. Co. 
Sainberg & Co. 

Frank Scerbo & Sons 

Schwab Safe Co. 

Security Steel Equipment Corp. 
Shelbyville Desk Co. 
Sight-Light Div., M. G. Wheeler Co. 
Smokador Mfg. Co. 
Smo-King Products 

Spence Furniture Co. 

Stacor Equipment Corp 
Standard Furniture Co 

Steel Service Mfg. Co. 

Steel Parts Co. 
Stratolounger 

Sturgis Posture Chair Co. 
Taylor Chair Co. 

Thomas Furniture Co. 
Tiffany Stand Co. 

Toledo Metal Furniture Co. 
Tubecrafters Sales Division 
Upholstery Leather Council 
Valco Co. 

Vanpe 

Victor Safe & Equipment Co. 
Vogel-Peterson Co. 

Weber Bros. Metal Works 
Wells Chair Corp. 

Westcort Co. 

Western Mfg. Co. 

Wood Office Furniture Institute 
York Safe & Lock Co. 





banquet. The other, Dr. Robert P. Hol- 


exhibitors and dealers. 





Registrations 


ston who is an industrial psychologist 
with Management Development Asso 
ciates of New York, will be moderator 
at the Tuesday morning management 
clinic. He will speak also at the closing 
luncheon which will follow. 

The exhibit section at this convention 
will be the largest ever assembled of 
strictly office furniture and closely allied 
equipment. Booths will be arranged in 
what is called open-flow styling to per- 
mit easier flow of traffic while providing 
the opportunity for conferences between 


88 





received so far for this year’s conven- 
tion exceed those of any previous year 
and point to a record-breaking event. 
The ladies’ program will be person- 
ally supervised by Jean Mutter of Chi 
cago and includes a_ tea, luncheon, 
professional entertainment, sightseeing 
tours, visits to radio and_ television 
broadeasts, fashion show and ample 
time for theaters, movies and shopping. 
This meeting will come closer than 
ever to NOMA’s objective ofd@making 
their annual conventions of more value 
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FOR COPIES OF 
USE HERMETITE PROCESSED CARBONS! 


The manufacturers below offer 
their finest ink formulas, in a wide 
range of colors, on Hermetite 
Processed Tissue. Write one of 
them for samples and see the dif- 
ference in your own office: 


American Carbon Paper Mfg. Co 
Ennis, Texas 


Cc apital Carbon & Ribbon Co., Ltd. 
Ottawa, Ont., Canada 


Continental Ribbon & Carbon Co., Inc. 
2704 Polk Ave., Houston 3, Texas 


Kores Carbon Paper & Ribbons ris Corp. 
43-49 Bleecker St., New York 12, N. Y. 


Miller-Bryant-Pierce 
Aurora, Illinois 


Pacific Carbon & Ribbon Mfg. Co. 
1451 Harrison St., San Francisco 


Queen Ribbon & Carbon Co. 
1055 Stewart Ave., Garden City, N. Y. 


Write Inc. 
420 Lexington Ave., New York 17 
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Your carbon copies will truly re- 
flect the high quality of fine typ- 
ing when you use Hermetite 
processed carbon paper. Its fab- 
ric-like texture makes it easier 
to handle and its greater strength 
is more economical on standard 
typewriters—a must on electric 
machines! The non-slip surface 
of this carbon holds all copies in 
complete register with the origi- 
nal. That’s why your typists will 
make more copies—in less time 
—with Hermetite processed car- 
bon paper. 


HERMETITE Corp. 


245 PATERSON PLANK ROAD, 


CARLSTADT, NEW JERSEY 
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to members from a business viewpoint. 
While there will be plenty of oppor- 
tunity for relaxation, the office furni- 
ture business will be emphasized. Ses- 
will be addressed and/or led hy 
practical office furniture executives who 
know the business problems of members. 
Registrants can ask leaders for 
answers to their problems and expeet 
understanding replies. Perhaps this is 
one reason why NOFA has grown more 
rapidly than any other trade association 
in the eight short years since its found- 
ing. Its officers and directors 


SIONS 


these 


can be 


proud of their accomplishments and. its 
members seem to fully appreciate the 
value of attending annual NOFA 
ventions since registrations are always 
high. 

Any dealer, whether or not he is a 
member of NOFA, may attend this 
meeting and exhibit. Registration for 
non-members is $22.50 and includes the 
Round-Up Party, luncheon and_ ban- 
quet; $5 registers one for just the busi- 
ness sessions and exhibits. For full in- 
formation write to John R. Gray at 
327 S. LaSalle St., Chieago 4. 


cCon- 





Sub-Standard Vision Reduces 
Office Workers’ Efficiency 


HE number of office workers whose 

job efficiency is under par because of 

sub-standard vision is appallingly 
high. Until the past few years very 
little was done about it. These 
facts are coming to light in the data 
collected new Occupational Re- 
search Center established at the Bauseh 
& Lomb Optical Co., Rochester, N. Y., 
to conduct continuing studies into the 
relationship of visual skills to job ef- 
ficiency. 


being 


by a 


For example, one company which just 
completed a visual survey of all its em- 


ployees discovered that 36% of its 
clerical workers needed eye care, This 
compared to 24% of its skilled factory 
workers. Figures indicate that office 
workers in general are less aware of re- 
duced visual performance than factory 
workers, according to Jane Davis, diree- 
tor of the research center. She points 
out that skilled factory workers usually 
have an incentive pay system and any 
loss in productivity due to 
ficiencies is soon reflected in 
checks. 

“It is easier to put a dollar and cents 
value on the effeet of good vision in the 
factory than it is in the office,” Miss 
Davis “But growing evidence 
based on studies of the production ree- 
ords and supervisory reports on office 


visual de- 
their pay 


states. 


workers throughout the country, shows 
that good vision is just as important 
for clerical personnel as for factory em- 
ployees. 

Visual testing of more than 12 mil- 
lion industrial employees throughout the 
country has showed that 40% of all 
workers lack proper vision for the jobs 
they are doing. Of all workers rated 
below efficiency by their 
supervisors, 66% had inadequate vision. 
It has been proved that correct vision 
for the job can contribute as much as 
70% to productivity, can reduce waste 
and errors by up to 92%, can reduce in- 
dustrial accidents by 40% and substan- 
tially reduce personnel turnover, train- 
ing costs and absenteeism. 

Why then, has the office worker been 
overlooked? For one thing, it has been 
difficult to establish reliable measures of 
job suceess for clerical workers. Visual 
requirements for office work are par- 
ticularly high because of the great 
variety of tasks in an office. Whereas 
the average factory worker is usually 
confined to one job in a small working 
area, the office worker usually does sev- 
eral jobs, ranging from taking dicta- 
tion, typing, operating an office machine, 
filing, and other office tasks. 

Office workers must have very good 
near-point vision for close work, good 


average in 
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intermediate vision for arms’ length 
work, and adequate distant vision. Be- 
cause office workers are constantly shift 
ing their eyes from near to far points, 
they must have good muscle balance, or 
What is professionally known as bal 
anced phorias. If this is absent, visual 
fatigue is apt to result. Ino fact, the 
only visual requirement which isn’t 
particularly important for clerical em 
ployees is depth perception. 

Now that companies are beginning <0 
include their clerical personnel in their 
industrial vision programs, an increas- 
ing amount of evidence is turning up to 
indicate the advantages of eyes right for 
the job. For example: 

In a recent study of 1,561 office work- 
ers from some 40 companies, 952 work- 
ers passed the visual standards for their 
jobs and 609 failed. Of the workers who 
passed, 67.7% were rated high by their 
supervisors, while only 27.2% ot those 
who failed were given a high rating. 

In a study of over 100 transeribing 
typists, with their speed corrected for 
errors, results showed that girls who 
passed the visual standards for their 
jobs had a 15% production advantage 
over the girls who failed. 

The importance of visual skills in 
preparing for office work was effectively 
demonstrated when 500 students in a 
business school were given visual per- 
formance tests. Of the students who 
passed the high standards set, over 70% 
were in the top of the class. Under 20% 
of those who failed were in the upper 
part of the class. 

(Miss Davis emphasized, however, 
that while these facts point graphically 
to the great advantage gained by a per- 
son visually qualified for his job, there 
are other factors involved, too—such as 
incentive, experience, ability to learn 
which may influence the results.) 

The large number of middle-aged 
workers now employed is another rea- 
son why lowered visual acuity is an in- 
creasing problem among office person- 
nel. (In the survey mentioned at the 
beginning of this article, for example, 
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UF 


35% of the clerical workers tested were 
over 40 years of age.) These people, 
whose years of experience and knowl 
edge make them particularly valuable 
employees, usually require special at 
tention to their visual problems. Due to 
a natural aging process, the eyes begin 
to lose their ability to see close objects 
after 35 vears of age. This loss of near 
point vradual that em 
ployees may not be aware of their Joss 
in visual acuity. Hence it is particularly 
important for middle-aged employees io 
have regular eye examinations so that, 
if necessary, they may be given visual 
correction. Even those wearing glasses 
usually need their lenses changed peri 
odically to maintain visual efficiency. 
Frequent examinations are important 
for another reason, too. Consistent test- 


VISION IS SO 


ing has revealed that office workers tend 
to have of adjustment or 
with seratched 


glasses out 
lenses. 

Today, presbyopia (aging eyes) is no 
longer a problem. Modern ophthalmic 
scientists, in tune with this age of spe 
cialization, have specialized 
glasses to meet every occasion and every 
occupational need. Occupational bifocals 
and trifocals made with the 
near, far and intermediate seetions 
placed according to the focal distances 
most used in each job. For work where 
hazards exist, workers can be equipped 
with on-the-job glasses with hardened 
lenses for extra protection. 


created 


can be 


people’s 


Because of the diversity of 
lives today, Miss Davis emphasizes, one 
pair of glasses is not enough to meet all 
the visual needs of various jobs and 
occasions. Most people need several 
pairs of glasses for complete comfort 
and efficiency in all their activities. For 
example, the bookkeeper who has a pair 
of special occupational which 
are pertect for close work, will be hap 
pier with a different pair of glasses for 
viewing movies, driving or other general 
uses where distant vision is important. 


ol; ae 
Lrasses 


Since all these specialized glasses are 
available, the only problem is getting 
the employee to get the glasses. An in 


9] 





creasing number of companies are ac- 
complishing this through a visual test- 
ing program for their employees. Visual 
performance ts measured with a Bauseh 
& Lomb Ortho-Rater, a scientific instru 
ment which in five minutes tests the 12 
visual skills most important to job sue- 
cess. Employees’ visual scores are meas- 
ured against the visual standards set for 
their jobs. Those who are sub-standard 
can be referred to optometrists or 
ophthalmologists for professional eye 
care, 

The center has discovered that 90% 
of the below-standard vision eases which 
they have tested can be corrected to 
bring the employees back to maximum 
visual efficiency for the job at small ex- 
pense to the employee. Unlike such fae- 
tors as intelligence or incentive, 
vision can be improved if the employer 
wants to improve it! 

One of the 


basic 


most successful sight- 


saving programs has been recorded by 
service department of Sperry 
Neck, N. Y., in its ten 
Established in 1944 


when war production was at a peak and 


the eve 
Corp., Great 
years ot operation, 


eve injuries were occurring at a high 
rate, the program prevented further 


losses through employee education, eye 
examinations and safety glasses. Dr. 
Herman Sager, Sperry eye 
Supervisor, is. largely 
for the safety and continued well being 
of employees’ sight, recently reviewed 
the ten-year-old) program. [le stated 
that not a single eye had been lost or a 
serious eye injury sustained since 1944. 

Eye service, part of the medical de- 


sery 1ce 


who responsible 


partment, was seen by Sperry’s manage- 
ment as a vital function. At its incep- 
tion, eye medical and safety 
personnel studied the various types ot 
work in all departments, determining 


service, 


visual requirements for the work and 
aiding interviewers in selecting the right 
applicant for the job. Suitable preserip- 
tion when pre- 
scribed for personnel already employed. 

A total of 33,640 Sperry employees 
and applicants have been given visual 
More than 800 cases of 
eye pathology and other anomalous con- 
ditions have 
ferred for proper treatment. An average 
of approximately 1,700 employees re 
from eve 


needed, were 


glasses, 


screening tests. 


been discovered and re 


ceive attention service each 


month. 


Myrtle Lonngren, vi- 
sion technician for 
Sperry Corp., testing 
a new. employee's 
vision with a Bausch 


& Lomb Ortho-Rate;r. 
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EXCLUSIVE “HINGE-TOP” BOX WITH FAMOUS 
EAGLE-A BOXED TYPEWRITER PAPERS 


Fac e-A’s handy “Hinge-Top” Box keeps “Hinge-Top” Box with these Eagle-A Papers: 
these superior typewriter papers fresh and 100% RAG EXTRA No.1 25% RAG CONTENT 
clean ...lets you conveniently slide out Coupon Bond Trojan Bond 
the sheets you need. The “Hinge-Top” 100% RAG 9 gh 
Box is another big extra feature with Coupon Onion Skin sas onchaneneeiiectaanald 
Eagle-A Boxed Typewriter Papers...the yor — . pst ga 

‘ om ‘ E . ie Agawam Onion Skin Duality Bone 
world s finest office papers. They re ay ail- 8 Quality Onion Skin 
able in letter size or legal sizes, plain and 75% RAG CONTENT Quality Manifold 
ruled — for all your office needs. Always Contract Bond TYPE-ERASE PAPERS 
ask your stationer for Eagle-A Boxed 50% RAG CONTENT _—Type-Erase Bond 
Typewriter Papers! Acceptance Bond Ty pe-Erase Onion Skin 


Free! Test Kit of new Coupon Onion Skin 


and Miniature Sample Booklet of 
Eagle-A Boxed Typewriter Papers. 
Write on your letterhead to Dept. O, 
AMERICAN WRITING PAPER CORP, 
HOLYOKE, MASSACHUSETTS 
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How to keep cool when the heats on 


Sizzling delivery demands can make things hot for a 
company that has to sweat out production delays. 


One firm that stoked up its firing line without getting 
burned is the Eclipse Fuel Engineering Co. of Rockford, 
Ill. Eclipse is one of the largest manufacturers of gas, oil, 
and oil-gas burners for industrial heat processing. 


To produce 2,300 end products, Eclipse carries an inven- 
tory of 15,000 parts, 2,000 castings and 2,000 sub- 
assemblies. Quarterly sales forecasts determine how many 
parts to manufacture or buy for fast delivery service. 


Because many end products and sub-assemblies employ 
the same parts, Eclipse has a complicated inventory 
problem. To “explode” its end products and sub-assem- 
blies into parts, the company uses a “master deck” of 
McBee Keysort cards — one card for each part of any 
given product. 





MAIL THIS COUPON TODAY 
The McBee Company * 295 Madison Ave., New York 17,N.Y. 


We're interested in knowing how KEYSORT can improve 
MATERIAL COSTING PAYROLL AND 
AND INVENTORY CONTROL LABOR COSTING 


PRODUCTION 
CONTROL OC) 








our 


ORDER 
ANALYSIS 


POU es cre re — 


OOOO 


SESE 
2006... WAVE... 


——NO. OF EMPLOYEES ____.__. 











To find out the quantities of parts needed, Eclipse inter- 
sorts the master decks to part number sequence. 


With the positive data obtained through modern, low- 
cost Keysort cards and machines, Eclipse has cut the 
dollar value of its inventory by 11%. Obsolete parts are 
being eliminated. Normal delivery time on regular pro- 
duction items has been cut from 2 or 3 weeks to 3 or 4 
days (and much less in an emergency). This, on the same 
relative volume of business 


Ask the trained McBee representative near you for a frank 
opinion of McBee’s value to your inventory problem. Or 
mail the coupon below. 


THE McBEE COMPANY 


Sole Manufacturer of Keysort—The Marginally Punched Card 


295 Madison Avenue, New York 17, N. Y. 
Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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LAWRENCE M. BALDWIN 


General Office Supervisor, Hamilton Standard Division, United Aircraft Corp., 
Windsor Locks, Conn. 


AINTENANCE of office equip 
ment imposes many complex prob- 
lems in any organization of con- 
siderable size. These problems have 
somewhat eased by Hamilton 
Standard’s system of handling mainte- 
nance contracts with 21 machine 
dealers or distributors servicing close to 


been 
office 


1,000 pieces of office equipment. 
Hlamilton’s general respon 
sible for the administration of this sys 
tem which has over 
four years. The system is housed in a 
visible ring hook. lt 
record of each 
and an historical every it 
dividual machine. Each master 
heads a numerical listing by serial num 
ber of the individual machine and is 
kept separately by make of equipment. 
Yearly contracts are entered to cover 
the maintenance of all machines. A pur 
chase order is issued to each company 


office is 
been in use for 


includes a master 
Inaintenance contract 
record oft 


record 


INVOICES. The 
then 


to cover payment of all 


master Office Machine Reeord is 


set up showing the existing purchase or 
der number, the 
contract, the number of regular Inspec 


date covered hy the 
tions covered by the contract, calls in 
cluded) and which may 
anv other conditions of the agreement. 


remarks cove! 
Record of payment is also shown, indi 
cating the period included. The histori 
cal card for each machine shows the lo 
cation of the equipment, regular inspec 
tions completed, and a record of extrs 
To show this svstem 
at work, let’s take a hypothetical service 


service calls made. 


eall from beginning to end: 

The general phone rings and 
one ot three eirls attending the 
answers promptly. The calling 
says, “This is Miss Roe in Sales. My 
tvpewriter is out of order.” 

“What’s the serial number of your 
machine and the nature of the trouble, 


office 
offies 


Voice 


ERE NRE 


OSE LOL DEM: 


The visible ring book containing the office machine maintenance records. 
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PCLUDED & SERVICE CONTRA: T x eo LULKD & SERVICE ComTRACT 


The forms used to control office machine maintenance at Hamilton Standard Division, United 
Aircraft Corp. Upper form is master record of maintenance contract. Lower form is record 
of service calls. 
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please?” Miss Roe answers, “The num- 
ber is 18-234678 and it has 
skipping badly. However, just now the 
band that holds the carriage broke.” 

“Thanks, | will call a serviceman tor 
you immediately.” 

Qur general office girl 
service department 
company that there 
trouble typewriter, that a 
draw band has broken and will need re- 
She reports that the 

The servicing com 
for any further 


If- 234 OF 


heen 


then ealls the 


ot the typewriter 


and reports is 
18” 


On all 


placement. also 


machine is skipping. 
ask 


pans does not Wh 


96 


One OF SER NICE CALLS 
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ws 
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formation as they are familiar with the 
system at Hamilton and know that their 
serviceman has been fully instructed. 
Back at our general office, the girl 
foes to the service record book, opens 
to the typewriter section, finds the record 
for serial number 18-234678 and posts 
under Record of Service Calls the date 
and the remarks: “Draw band broken, 
machine skipping.” She then takes a 
Cellugraf signal, places it on the visible 
margin of the card and replaces the 


book. 
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New Dictation 
Magic 


at your fingertips 


Announcing 2 more firsts! 
1. The Amazing Miracle-Mike 


Offering complete remote control of 
the SCRIBE from the microphone. 
2. Unbreakable Lifetime Magnetic Tape 


Hi-Fidelity Sound recording tape 
gparanxeed unconditionally for 
00,000 letters. 


PLUS3 Freedom from Background Noise 
No Belts, Discs or Cylinders to Buy 
Error-Free Dictation 
Try the SCRIBE without obligation 
for a week in your own office. 


SALES AND SERVICE FROM COAST TO COAST 
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Scribe now available 
in certain areas 
to new distributors! 


crib 
America's first 


dictation system 


SCRIBE CORP., 2835 N. Kedzie Avenue 
Chicago 18, Illinois 





for 
less active 
records 





wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 


more room. 





SANITARY BASES 


for all size files $360 


LETTER SIZE $3 35 


LEGAL SIZE $435 
FOLLOW 


BLOCKS i _ CHECK SIZE $240 
9O¢ ADDITIONAL ~ 


Mode for any size file 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, .N. Y 





a r gl 
B.CECH 








‘Chow cece 


right way transfer to pronto 


Records in Prontos can be located in Save money, transfer into low cost 
a jiffy . . . stay neat and orderly. Prontos and use your expensive cabi- 
Doubles your filing space. nets over again. 


storage files 


There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 





Prices slightly higher in Texas, 
Colorado and West of the Rockies. 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N. Y 





NEENAH BOXED Bonds and Onionskins with 
TYPEWRITER PAPERS ili ei from 25% to 100% 
weed rag content 


DONT BUY NEENAH 


TYPEWRITER PAPERS FROM YOUR STATIONER uniess 


I 


you feel that what you write is important: We don’t recommenc 


Neenah’s fine rag papers for note pads, memos or other temporary uses. 


But when you want the very best paper for reports, letters, surveys, 
second sheets and other important uses, ask your stationer for 


Neenah Boxed Typewriter Papers. 


Their long cotton fibers take repeated erasures without surface mar. 
They take repeated handling without dog-earring or breaking down. 


But most of all, Neenah Papers add prestige wherever they are used: 


And remember, the stationer who carries Neenah Boxed Typewriter 


Papers is also a good store for other quality office supplies. 


NEENAH PAPER COMPANY / on 
Neenah, Wisconsin CLL Ly 


SWREMRITER PREERS 
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Machines Do Payroll 
At Skil Corp. 


KIL CORP. ot Chicago, 29 vear-old 

manufacturer of 160 different models 

of power-driven portable tools to fit 
every possible need, uses a combination 
of office machines, forms and forms 
handling equipment to keep their office 
operations abreast of their production 
methods. The corporation uses a total ot 
24 different Moore forms from eredit 
memos to §8-part Speediset shipping 
orders. 

One example of these many applica 
tions is their employees’ payroll check, 
which “comes as regular as Wednes 
days,” according to William F. Wright 
son, assistant treasurer of Skil Corp. 
Pay checks are distributed weekly to 
employees, each of whom has varying 
hours, rates and deductions. The job ot 
ealeulating, writing and distributing in 
dividual checks is accomplished in two 
days through the use of a punched card 
accounting method. 

Time cards, the basis of the payroll, 
are collected and sent to the personnel 
department where worked hours are to 
taled. A master tabulating card with 
constant information is reproduced and 
variable pay data is punched by the 
tabulating department. The cards are 
then run through a multiplier which 
automatically calculates the pay and de- 
ductions from the punched data on each 
card. The pay cards are then run 
through an IBM electrie accounting ma- 
chine equipped with a forms tractor, 
like the Moore Model 030 Formaliner, 
where the checks are printed. Moore 
Continuous Interfold Marginal Punched 
Payroll Checks, on blue 24-lb. safety 
paper, are used. They are lithographed 
and contain a phantom slogan on Skil 
Portable Tools in the center. 

Checks are then run through a Moore 
Model 313 multiple detacher which sep- 





plished in a two-day period. 


Y MATRIAAL BANK 








a sHAODIW TOMA ve 





te ne mee man 


i 
‘ 
°« @e 


Voucher check form used by Skil Corp. is a Moore Continuous Interfold marginally punched payroll check printed 
on blue safety paper. The entire task of calculating, writing and distributing the checks to employees is accom- 
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All information concerning pay and deductions 

is printed on the check by an IBM accounting 

machine, equipped with a forms tractor, from 
data punched on individual pay cards. 


arates them at the perforations, slits off 
the margins and stacks them. After be 
ing signed by an automatic checksigner 
they are 
to the various departments for distribu 
tion to employees. The complete opera 
fast and vetting the 
paychecks to the employees in minimum 
time. 


inserted in envelopes and sent 


tioh Is accurate, 


This Moore multiple detacher separates the 

continuous form checks, slits off punched mar- 

gins and stacks the checks for insertion into an 
automatic checksigner. 


National Conference 
& Exhibit Calendar 


Insurance Accounting & Statistical Assn., 
Adolphus and Baker Hotels, Dallas, 
Mav 3-5. 

National Office Furniture Assn., Sherman 
Hotel, Chicago, May &-11. 

National Assn. of Credit Men, San Fran 
CISCO, May 16-20, 

New York Stationery Show, New Yorker 
Hotel, New York, May 16-21. 

National Office Management Assn., Jef 
ferson Hotel, St. Louis, May 23-27. 

NRDGA Controllers Congress, Ahwahnee 
Hotel, Yosemite National Park, Caif.. 
May 94-27. 

National Office Machine Dealers Assn., 
Chase-Park Plaza Hotel, St. Louis, 
June 20-25 

National Assn. of Cost Accountants, Con 
rad Hilton Hotel, Chicago, June 13-17. 

National Machine Accountants Assn., 
Statler Hotel, Cleveland, 16-19. 

Assn. for Computing Machinery, Univer 
sitv of Michigan, Ann Arbor, June 


June 


ha, 
) 


American Management Assn., General 


Management, Statler Hotel, New 
York, June 21-23. 

United Business Education 
ler Hotel, New 


Assn., Stat 

York, June 27-July 2. 

National Secretaries Assn., Waldorf 
Astoria Hotel, New York, July 21-24. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago 
Sept. 18-22 


National Business 
Broadmoor 


Hotel, 

Colo., Sept. 95-29, 
Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 27-29. 
National Business Show, 69th and 7st 
\rmories, New York, Sept. 


Forms 


Colorado 


Associates, 
Springs, 


Regiment 
27-Oct. ‘1. 

Ccntrollers Institute, Kdgewater 
Hotel, Chieago, Oct. 10-13. 

National Institute of Governmental Pur- 
chasing, Statler Hotel, New York, Oct. 
10-15, 

American Bankers Assn., Atlantic City, 
N. J., Oct. 17-80. 

National Assn. of Bank Auditors & Con- 
trollers. Fairmont Hotel, San Fran 
eisceo, Oct. 17 23. 


Beach 
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Copies in| to 9 Colors 
Low-cost duplicator 

produces them in one operation 


MAIL COUPON FOR DEMONSTRATION AND/OR INFORMATION 


SAB-DICK | 


THE FIRST NAME IN JPLICATING 


A @t BED Ra MARK FAs 


SO OS OSS SSS SSS OS SSS Se SSeS SS eee See 


A. B. DICK COMPANY 0-554 
5700 TOUHY AVENUE, CHICAGO 31, ILLINOIS 


Arr e demonstration for ne 


NAME POSITION 


ADDRESS 


ee re 


CITY panies = STATE 


tt oe a we ee ee ee ee oe 


t 
4 
1 
t 
i] 
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Allan A. Ryan, chairman of the board, Royal 
Typewriter Co., chats with Marion Palm (left) 
who is using a 1911 Royal and Joan Moore 
who operates the first Royal Portable of 1926. 


OUNDED IN 1904 on the basie ob- 

jective of providing a 

designed for the comfort and conveni- 
ence of the operator, net sales of Royal 
Typewriter Co. products and services 
during the fiscal year ended July 31, 
1953, amounted to $72,808,313. Royal 
today employs 9000 men and women; 
has 87 branch sales offices in the U. S. 
with 700 distributors in exclusive terri- 
tories. Royal portables are sold by 
5000 independent dealers. Four subsid- 


lary companies are located in London, 


typewriter 


Royal 


Typewriter Co. 


Celebrates Its 
50th 


Anniversary 


Paris, Leiden and Nurnberg. 

selieving typewriters of the time to 
be impractical, E. B. Hess and L. ©. 
Myers designed what they called a “hu- 
manized” typewriter. In many early ma- 
chines the operator could not see the 
work without removing it from the ma- 
chine. With financial backing provided 
by Thomas Fortune Ryan, the company 
was formed and manufacturing facili 
ties located in a small building at 45th 
St. and Second Ave., Brooklyn. There, 
in 1906, the Royal No. 1 was produced 


The current model Royal standard typewriter 
and the Royal No. | of fifty years ago. 
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NOW—More Time for Management to Manage 


Every day “paper work” mounts. Never before in the 
history of American business has the handling of detail 
been so important—taken so much of management’s time. 
But there’s a way to cut through this maze and find 
more time for the really productive work. It’s a simpli- 
fied plan by Shaw-Walker. Finding is up to four times 
faster. Operating costs for help are reduced. But most 
important, there’s less to hamper and delay decisions; 
management has more time to manage. 
Since 1899 Shaw-Walker has been helping business by 
simplifying office work—to speed record keeping. 
Shaw-Walker makes everything for the office—except ; 
machines—-chairs, desks, Fire-Files, filing cabinets, loose- a at aaa ot ee a 
leaf and payroll equipment—each “time-engineered” to Shaw-Walker ‘‘time - engineered” 


] ‘ ‘ filing systems. For records of any 
help make the most of every minute, every working day. kind, for one drawer or 1,000 


“Built Likea The booklet, “Time and Office Work,”’ is packed with ideas for stretching 
& Skyscraper” office time. A wealth of information on “‘time-engineered’’ office sys 
4 tems and equipment. 36 pages! Many color illustrations! Write 

today on business letterhead to: Shaw-Walker, Muskegon 52, Michigan 


Largest Exclusive Makers of Office Furniture 
HAW- ALKE and Filing Equipment in the World 
Executive Offices at Muskegon, Michigan 


Branches and Dealers in All Principal Cities 
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Typists dressed in bygone styles with an early 
Royal at the 50th Anniversary celebration of 
Royal Typewriter Co, 


the new 


FREIGHT PRE- 
PAID ON 100 
LBS. & OVER 


MODEL NO. 502 
Shipped 1 per carton; Weight 40 Ibs. ea. 


ALL WELDED TUBULAR 
CONSTRUCTION 
(NO ASSEMBLY PROBLEMS) 


6 2-15"x18" Detachable Shelves 
Billing or Machine Level Height 


@ 2” Heavy Duty, Ball Bearing Noiseless casters 


@ Adjustable to 


for sale. Almost immediately the quar- 
ters became inadequate. Royal moved 
into its new Hartford, Conn., plant in 
1908. The first plant has grown to one 
comprising 18 connected buildings plus 
a Roytype factory in West Hartford 
where ribbons and accessories are manu 
factured. 


In 1926, the year the company pro 
duced its millionth standard machine, 
the first Royal portable was introduced. 
3y 1950 the company had manufactured 
two million portables. The Royal elec 
tric typewriter was introduced in 1950. 
To date the company has manufactured 
2,825,000 portables and more than 5,- 


000,000 standard and electric models. 


Confident of a constantly expanding 
market, Royal will spend $1.5 million 
during the next two years on a_ plant 
modernization program to increase over 
all production capacity by 28% and at 
the same time offset rising manufactur- 


ing costs. 


... heavy duty 


EZ-LIFT 


OFFICE MACHINE STAND 


FOR HEAVY BILLING MACHINES, 
CALCULATORS, ELECTRIC TYPE- 
WRITERS, ETC. 


Adjustable leveling 
glide... gives 
safe sure footing 


STANDARD SALES 
COMPANY 


e@ 3 Colors to choose from—Gray — Brown —Green 


*Division of L. C. FLEWELLING CO. 12411 So. Industrial Ave., Hollydale, Calif. 
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Now get perfect copies in less time 
than it takes to file them... 


without chemicals, masters or negatives! 


It’s the quickest, cleanest, most accurate 
copying process you can use! 

In just 15 seconds, THERMO-FAX® 
copies any black and white original up to 
81% x 14 inches in size—whether on trans- 
parent or opaque paper—one or two-sided 


originals. And it does it without messy 
chemicals, special masters, or noxious 
fumes—a completely dry process from 
start to finish. Copies come from the 
machine ready for filing or immediate 
use—don’t even need proofreading! 


Simple and easy to use—even inexperienced workers turn 
out top-quality copies. Pre-colored sheets in four pastel coiors 
available for integration in your own systems... offer quick 
departmental identification. No chemicals, masters, or negatives. 


FREE DEMONSTRATION! We'll be glad to arrange a free dem- 


onstration of Thermo-Fax at your convenience. Just write to 
Dept. 0-54, Minnesota Mining and Mfg. Co., St. Paul 6, Minn. 


" )Thermio-Fax' 


DUPLICATOR & SHEETS 


The term “Thermo-Fax” is a registered trademark of Minnesota Mining and Manufacturing 
Company, St. Paul 6, Minn, General Export: 122 E. 42nd St., New York 17, N.Y. In Canada: 
London, Ontario, Canada, 
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exclusive figuring *automation makes MONROE 
the world’s finest fully automatic calculator! 


The Monro-Matic is the fully automatic calculator 


so responsive that anybody simply sets the problem 


Then it answers swiftly and automatically, without 


chance of error. That's Monroe figuring automation 


in which the machine receives the problem and never 
stops or needs attention in giving its instantaneous 
answer! Monroe Calculating Machine Company, 


Inc., Orange, N. J. Sales and service everywhere. 


OPERATORS WHO KNOW... PREFER M O N ROE CALCULATING, ADDING, ACCOUNTING MACHINES 








Office Work Measurement Makes 
For More Profitable Management 


PAUL HOLLY 
Manager, Clerical Service Operations, Aldens, Inc., Chicago. 


ORK MEASUREMENT plans are con- 
Weve with equipment, job meth- 

ods, work place and department 
layouts, systems and procedures, ma- 
terial handling, estimating and cost 
studies. The results of this coverage 
when standardized and presented in 
simple, understandable language in the 
form of written instructions permits 
easier salary and wage administration, 
job evaluation, control of performanee, 
budget and research. Indirectly, it fa- 
cilitates the agencies of purchasing, sup- 
ervisory and personnel training, sugges- 
tion evaluation, union negotiations and 
human relations. The degree of analysis 
that provides the background data is, 


in general practice, more thorough 
among factory operations that it is in 
the office. In the majority of instances 
we have accepted office routine in a 
passive sense. When added require- 
ments of clerical work were needed we 
have been prone to establish a handling 
that would serve the purpose without 
too much thought to the efficiency of the 
method. 

An example of profitable manage- 
ment is our experience with customer 
complaints and correspondence. Ag 
originally established, the procedure was 
to draft individual replies to all letters. 
This required a large staff of clerks re 
quiring special training in company 


THE EASY way 
TO DESTROY 
OLD PAPERS — 


The new "Silver Executive” Paper Shredder destroys confi- 


dential papers, obsolete records completely 


- + « quickly! 


Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips... 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET 
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taik 
about 
office 


efficiency! 


here's tremendous 
type and hand lettering 
savings 


with FILMOTYPE 


COST—a 12-inch line of type 
or hand lettering yours for 
less than 5c! 


SELECTION — Over 700 styles 
and sizes from 12 point to 
big 144 point! 

QUALITY—Sharp, black proofs 


perfect for reproduction... 
yours in minutes! 


OPERATION—After 3} hour in- 
struction, anyone can be an 
expert! 

SIZE—Only slightly larger than 
a typewriter! Fits easily on 
any desk! 


Write today for index cata- 
log and complete information 
to dept. 5054. 


FILMOTYPE 


60 W. Superior, Chicago 10 
4 W. 40th St., New York 18 


; policy and procedure. Fluctuations in 
| volume demanded a fixed or inflexible 
| staff. Productivity within the unit 
| fluctuated directly with the volume of 
incoming work, resulting in substantial 
variation in cost per unit handled. When 
requesting an explanation of the causes, 
management was invariably told that 
| this type of handling was not measur- 
able in that the time required to com- 
| plete a unit of work varied by the com- 
plexity of the particular ease. Indi- 
viduals holding these jobs were consid- 


| ered specialists because of the presumed 


necessity of creative ability. 
Not satisfied with these answers, man 


| agement requested an analysis. As a re- 
| sult of this study, it was found that the 


context of the drafted replies followed 
with few exceptions a general pattern 
by classes, differing only in composition 
by the ingenuity, skill and experience 
of the operator. Further investigation 
solidified these classes into four general 
groups: adjustment, service, inquiry 
and miscellaneous. It soon became ob- 
vious that the drafted replies were repe- 
titious by the entire group. The possi- 
bility of standardization through the use 
of a pre-printed form became apparent. 
The current process requires the econ- 
text knowledge of 51 form letters and 
involves a selection of the proper form. 
Variable information such as customer 
names, addresses, date and amount must 
of necessity be filled in. 

The operation now requires a mini- 
mum amount of judgement, necessary 
only in the selection of a proper form, 
and 95% of all cases are handled by the 
form letter system. The remaining 5% 
are of the “special” type that still re 
quire individual composition. Advan- 
tages of the new system are many. 
Standardization has eliminated the ne- 
cessity of requiring special creative 
skills. Form number postings to cus- 
tomers’ permanent records provide val- 
uable control data. It has permitted the 
establishment of a work standard and 
it now permits proper budgeting and 
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this is the famous 











/ 


Standard 


Fluid Duplicator g | 


on 


Posture Cabinet 
Model 
COEA-P 









Also Available 
with 

De Luxe Ream Feeder 
Holds 500 Sheets of Paper 








If your duplicator is to be operated almost constantly 
throughout the business day, if you use it, for example, in 
order and invoice work, here is the obvious solution to 
eliminate operator fatigue and thus maintain peak efficiency 
.. . the Standard Coronet Posture Model. 







controls; all other controls at finger tip; face-up copy delivery; 
automatic reset copy counter; micromatic setting for changing regis- 
tration; electric operation; work always within comfortable reach; 
plus the added advantage of two cabinet shelves for extra work area. 


(tandard * This machine has every Coronet feature: both hand and pedal 





Standard Duplicating Machines Corp., Everett, Mass. 








INKED RIBBONS 


For: TYPEWRITERS *® TABULATING & 
BOOKKEEPING MACHINES * ADDING 
MACHINES * ADDRESSOGRAPHS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hee- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 
ness to specify CODO. 


oe eae CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 
40 E. 40th St. 564 W. Monroe St. 
New York 1 Chicago 6, Ill. 


ret 


Seis 


| form of work measurement. 


spite to 





, control of costs and personnel. 


Few offices today have any accurate 
We say 
that work in the office is different and 
vannot be measured. Or, that the cost 
of maintaining records for work meas- 
urement is too high. We also say that 


| the savings involved are not worthwhile. 


But today, those answers just don’t fit. 
The non-factory type of industries have 
proven it ean and does work. From our 


| own experience at Aldens, we are con- 


vineed that work measurement can be 
accomplished in either a large or small 
office. 

Our experience at Aldens gives us as- 
surance that work measurement and 
wage incentives may be extended to the 
office; that savings will approximate 
30% and that the cost of maintaining 
records is insignificant in comparison 
to the savings; that quality will improve 
and that work measurement standards 
may be used for cost control. 

Prior to the institution of our plan, 
we used a unit cost method of control. 
The unit costs were based on records of 
past performance and were not estab- 
lished by accurate standards of work 
measurement. Budgets and eurrent 
costs were judged against unit cost of 
previous seasons. Under this method, 
without standards, there was the danger 
of wide variances in costs between de- 
partments. Departmental costs were in- 
fluenced by the manager’s interpretation 
of good performance. Costs of similar 
handlings varied by department and 
were explained as being due to slight 
variances. However, these could not be 
measured against accurate standards. 
The greatest single danger in this type 
of control is that a poor performance, 
being accepted, might eventually be per- 
petuated. It became evident that our 
current controls were inadequate. <A 
management firm was asked to survey 
our problem and after a series of meet- 
ings it was decided to adopt a system of 
work measurement and wage incentives. 

All production controls were based on 
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Is your office 
Time-Conditioned? 


Sixty minutes from now .. . your 
fompany will have bought another hour 
from every single office employee. 

You can easily figure what that hour 
will cost—but what it will be worth de- 
pends on how much is accomplished 
through effective communication. 

Dictaphone Time-Conditioning pro- 
vides the communication facilities to 
make the most of every office hour. 

For executive communication: the 
Dictaphone TIME-MASTER—world’s fa- 
vorite, simplest, most versatile dictating 
machine. Wherever, whenever, whatever 


® 


DICTAPHONE 


CORPORATION NAME 


eeeeee@eneteeeeneeeneeeeeeeeeneeeeee @ 


Dictaphone Corporation, Dept. 1 54 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me free descriptive literature on the TIME-MASTER 
and TELECORD 


a person wants to dictate, it’s said and 
done with TIME-MASTER. 

For company-wide communication: 
the Dictaphone TELECORD System of 
network dictation. Any number of dicta- 
tors can be hooked up to centrally lo- 
cated recording machines. Each has his 
own TELECORD desk station, “phones” 
his dictation and gets it back in type- 
written form ina fraction of the time that 
it takes via conventional methods. 

Try both kinds of Time-Conditioning 
at the Dictaphone booth during the 
N. O. M. A. Exposition in St. Louis. 





DICTATION HEADQUARTERS, ; 
COMPANY 





U.S.A. 


CTAPHONE, TIME-MASTER ANC 


ARE REGISTERED TRADE-MARKS OF 


DICTAPHONE CORPORATIO 
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CITY & ZONE 





STATE 
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One of the tightest bottlenecks in 


even the most modern equipped 
duplicating department is the col- 
| to lating, assembling or gathering of 
duplicated sheets into sets. Now, 


with the new easy-to-operate 


GREATER EFFICIENCY Thomas Collator, one girl can do 
the work of five—faster, more accu- 

: . rately, and with a minimum amount 

in your office eee of effort and confusion. 


HERE’S HOW IT’S DONE! 


She quickly loads as many as Her. foot releases pedal; Pages are always under in- 
« 10 pages. » sheets move out quickly. « spection; blanks can't slip by. 


6 Take this sixth step 
* now! Just fill out 
and mail the attached 
coupon. We'll rush 
complete information 
on The Thomas Col- 
lator immediately . . . 
without any obliga- 
tion on your part. 


Pages are collated; action Releases pedal as she stacks. 
« Starts for next set. « Elapsed time—five seconds. 


THOMAS COLLATORS, INC., Dept. 8 


¥ 
30 Church St., New York 7, N. Y. | 3 RS er ® 
Please send me details on the Thomas Collator. 
ele: os { disters 


Nome. 

135 Sales and Service Offices 
from Coast to Coast 
et se Dept. B., 30 Church Street 
Was ksnspdeninnecsescad New York 7,N. Y. 


Firm... 
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time studies. Initial work measurement 
studies indicated that most operators 
were performing at 50% efficiency. Op- 
position to the installation was great. 
Managers were highly skeptical of re- 
sults. It didn’t seem possible that out- 
put could be doubled. It was also the 
common belief that this speed-up would 
result in poor quality work and a high 
error ratio. Nevertheless, management 
went ahead with the plan. It is inter- 
esting to note that the first department 
to be placed on wage incentive was the 
mail opening department, then under the 
control of the financial division. This 
was the equivalent of what is normally 
considered an office department. 

The mail opening department per- 
formed the following operations: opened 
and sorted mail, abstracted cash, listed 
cash by machine, banked all cash. Initial 
studies of four girls in this department, 
considered by the department manager 
to be the top operators, showed they 
were producing at 31% efficiency. You 
can imagine the reaction. Undoubtedly 
opinionated and perhaps concerned with 
the effect it would have upon the pres- 
tige of the white collar worker, he was 
convinced that work measurement of of- 
fice operations was both impractical and 
impossible. Nevertheless, the plan went 
into effect. Within six months, produe- 
tion in the mail opening department 
doubled. Troublesome error groups 
dropped as much as 85% in error ratio 
Acceptance of the plan by the office 
manager and the rank and file of this 
department was accomplished. 

Subsequently each department re- 
ceived intensive selling and training, 
and we learned as we progressed. ‘To- 
day, the clerical departments operating 
under the incentive plan include mail 
opening, index files, addressing, account- 
ing, timekeeping, billing, correspond- 
ence and eredit. These departments per- 
form typical office operations that are 
present in most businesses. 

The wage incentive plan now serves 
a three-fold purpose: 
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Specially Designed 
for YOUR Duplicator! 


HALVERSON 


DOUBLE DOOR 


DUPLICATOR CABINET 


MODEL 62-DD 


$49-50 


Slightly higher in 
Mountain and 
Western States. 


Add this Halverson Cabinet to your office 
and you add practical quality! This dust- 
proof, roomy cabinet accommodates a// 
your duplicator equipment. Loads of 
elbow room on the 29" x 19-!/" mar- 
proof working top. Mounted on height- 
adjustable gliders, this handsome all-steel 
welded cabinet is designed for long life 
and smooth, easy operation. Attractively 
finished in Hammerloid grey baked enamel. 


HALVERSON SPECIALTY SALES 


1221 West Chestnut Street * Chicago 22, Illinois 
Subsidiary of MIM-E-O STENCIL FILES CO. 


MAIL THIS COUPON TODAY! 


HALVERSON SPECIALTY SALES 
1221 West Chestnut Street, Chicago 22, Ill. 


Please send me complete details about the new 
— Double Door Duplicator Cabinet 


NAME a 
RGANIZATION 
DDRESS 








M-K ADJUSTO 
TRAY-BINDERS 
and 

Hi-Lo 
STANDS 


Easy adjustable 
stends made to fit 
one of more troy- 
binders — 
EXACTLY! 


Le Febutre 
SORTERS 


SAVE TIME 
SAVE WORK 


SAVE SPACE 


STEEL BANK and OFFICE UNITS 


TO FIT YOUR NEEDS AND SPACE. 


om” 


TRAINED REPRESENTATIVES IN 
MOST PRINCIPAL CITIES 


Complete Line of Tray-Binders, 
Stands, Record Handling and 


Housing Equipment 


Le Febwre 


CEDAR RAPIDS, IOWA 


1. It provides an accurate measuring 
stick for production requirements. It is 
no longer necessary to depend upon the 
judgement of the manager. 

2. Our budgeting and forecasting of 
payroll and unit costs have become more 
accurate and departmental perform- 
ance requirements have become tighter. 

3. We have a control of production 
costs that can be used accurately. From 
this system we have developed a man- 
hour activity control. All standards in 
each activity are used to develop a 
formula which expresses in manhours 
the time required to complete a unit of 
work. These manhour standards were 
established for each activity as a guide 
in controlling costs by the section man- 
ager and the payroll control section. 

Records of the performance of opera- 
tors working under wage incentives may 
be used very profitably to establish 
training curves for new operators. <A 
good time study records the exact 
method of performing the job and ean 
be used to train an operator in the 
proper method. Results of employee effi 
ciency may also be used to administer 
employee recognition or discipline. In 
dividual and group efficiencies are cal 
culated daily. Low producers receive 
immediate attention from their super- 
visor. Departmental efficiencies are 
studied by management to determine 
whether there are any weak spots that 
require attention. 

Remember that this is only a tool of 
management and must be used intelli 
gently if its effectiveness can be meas 
ured. 

One of the most widely used applica- 
tions of our incentive plan is for rating 
executives. To successfully operate un- 
der work measurement, an executive 
must use all the techniques of person- 
nel administration, the mechanics of 
management and have a broad knowl 
edge of the total operation. His operat 
ing knowledge and ability dre reflected 
in the smooth performance of the entire 
procedure. 

Success or failure of the work meas 
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Simplicity 


in Spirit Duplicating 


.-. with Magic Fluid Flow 
No Adjustments * No Gadgets « No Flooding 
Always ready for instant use 





NEW H.-44, Hand Feed 


So easy to operate—foolproof 
with one of the lowest price tags 
in the field. 
fice, factory and shop. Easy to 


For the small of- 


feed. Pin point copy-to-copy reg- 
istration. Will produce 350 or 
more copies from a single mas- 
ter in 1 to 5 colors at a time. 
Has Magic Fluid Flow—more 


copies per master. 


Price $119.50 


NEW A.-44, Automatic Feed 


New simplified operation makes 
this the outstanding performer 
in its field. Free turning drum 
has no whip or tension. Can't 
skip feed. Gives copy-to-copy 
and copy-to-master registration 
(important in forms work). Has 
Duplicopy’s exclusive moisten- 
ing system—Magic Fluid Flow 
—for clear, sharp, clean copies 


from the start. 


Price $169.50 


Write for free information about the Duplicopy 


spirit duplicators . . 


. the most modern in design and 


operation. Please indicate model interested in. 


So Easy 
to Operate 


NEW fag, Label Printer 


Nothing else like it! Only spirit 
printer made that will reproduce 
on wire or string tags and 
Hundreds of 


office, 


gummed labels. 
applications in institu- 
tion, and factory Particularly 
adaptable to forms work. Prints 
in 1 to 5 colors at a time on 
44%" x 7” stock. Price includes 


pint of fluid and 6 master units. 


Price $34.50 


uplicopy company 


Dept. O5, 224 West Illinois Street « Chicago 10, Ill. 





THE COPYHOLDER 
THAT BECOMES A PART 
OF THE TYPEWRITER 


No matter what typewriter you 
use—standard or electric—your 
typists will produce more work, 
faster and more accurately, 
with a Pres-to-line. It operates 
like the typewriter with no lost 
motions. And when the day's work 
is done, it folds with the type- 
writer into most typing desks. The 
Pres-to-line's always ready when 
it's needed to hold a single sheet 
or a catalog in correct reading 
position. These features save time, 
prevent errors and raise your 
typists’ morale. Try Pres-to- 
lines at just a few typ- 

ing stations and you'll see 4 

why it's preferred in the 
country's largest offices. 

Write for illustrated 

literature and local 

distributor's name. 
PRES-TO-LINE 
CORPORATION OF AMERICA 


2339 Cotner Ave., Los Angeles 64, Calif. 





| time you finish this typing, 





118 


urement plan is indicative of the execu- 
tive responsible for its administration. 
One of the larger public utility services 
in our community tested work measure- 
ment in a typing unit. In my opinion, 
it was a good application and was prop- 
erly handled by the engineers prior to 
and during its installation. Neverthe- 
less, it failed within a comparatively 
short period, and the unit reverted to 
its former method of operating. The 
department manager responsible for that 
unit later disclosed to me that he knew 
it would fail before it had been in- 
stalled, but that he was “willing to give 
it a trial.” Of course it failed under a 
handicap such as his attitude. He was 
chained to tradition. Had the experi- 
ment been a success, my friend would 
have proven his qualities of leadership 
to everyone. Rather, he displayed glar- 
ing defects in that area of management 
and showed no potential for growth. 

We are rated by top management 
upon basie qualities and our applica- 
tions of them to our work: 

1. Optimism. Confidence in ability 
and knowledge that we control most of 
the conditions in our work. 


2. Willingness to assume responsibili- 





“Don't leave now and get all wet. By the 
the shower 
should be over.” 
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ession Papers are made of highest 
tub-sized, and GENUINELY 
our protection. The 
mped on the 
surface but ; i at the 
time of its manufacture. 1ne 
WATERMARK is your assurance of a fine impres- 
sion paper, pretested at the mill for maximum 
machine performance: 
For jobs that do not require the top quality 
aper, Wausau manufactures the EXACT 
GRADES, economy pap termark, 
Wausau D but made from hig i fibre, 
WAUSAU LEDGER tub-sized, fyll-bodied i 
speed operation. 
NOT WATERMARKED All impression papers ausau for the 
EXACT BOND three major duplicating ssi e uniform 
EXACT MIMEO in quality, lint-free and PF size 
EXACT DUPLICATOR at the mill. 


EXACT LEDGER The complete line is available nationally 


WAUSAU OPAQUE OFFSET through authorized distributors and stationers- 


WAUS 


ART! SAN S 
Executive Sales relia 


GENUINELY 
WATERMARKED 


us Washington” Street, Chicag? a syine'* 





Mills a 
t BROKAW 
Member - , WISCONSIN 


Wisconsin Paper Grou 
) 
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ties. By accepting responsibilities, we 
LTOW. 

3. Determination to succeed. We must 
have ambitions, preseverence and a sense 
of satisfaction in our accomplishments. 

4. Initiative. Always seek new prob- 
lems and continue when everyone else 
quits. 

5. Ability to handle people to secure 
cooperation. 

6. Imagination. Objective thinking. 

7. Adaptability. Be able to change 
plans when necessary. 

8. Ability to teach and explain. 

9. Realistic. Free from fears, anxieties 
and tensions. 

Good management has become an im- 
portant commodity. We must be flexible 
enough to meet and defeat the challenge 
of these times or make way for those 
who ean. The only restrictions we en- 

counter are those we place upon our- 
selves. There are no limitations to 
competency.—From an address at the 
office management conference of the Uni- 
versity of Illinois, Urbana. 


Take a Walk to 
Make a Survey 


LESLIE H. MATTHIES 


Supervisor, Administrative Services, 
Northrop Aircraft, Inc., Anaheim Div., 
Anaheim, Calif. 


survey 


HEN 


you make a “basic” 


you approach an operation with an 
open mind. You seek to obtain fac- 


tual data only. Stated another way, 
your basie survey is “a critical search 
for operating facts to determine if your 
present system can be improved, and 
how it can be improved?” 
The final result of your 
either the installation of a better meth- 
od, or assurance to management that the 
reasonably 


survey is 


organization already has a 
good method. Sometimes the survey will 
that the method has not been 


reveal 
simply because the operating 


tested 


ONLY 7 REX- Qorary HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


Electric Multi-Color 


STENCIL 
DUPLICATOR 
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It’s exclusive with th i 

Rex-Rotary 0270. rae ak oe 
ridge is inserted, a dial set for the 
degree of inking, and the machine 
needs no further attention... all 
copies come out perfectly and uni- 
formly printed...no more under- 
or over-inked copies... re-inking 
hy ge 2@ bell announces 
ene Ahoy time to insert a new 


-+. with printing press isi 
precision, on 
oe sheets or small cards, the 
ag steel grey Rex-Rotary 
a does a fast job in any color 
— etter, cleaner and with more 

nomy and flexibilit 

other machine 2 anlaes 


ae ame ee ee ns oe ee a aS ce ——_—— 
Rex-Rotary Distributing Corp. 19 W. 31 St., New York 1, WT 
Let me hove more intormetion about the new Res Rotory 0270 duplicator ond H 


the name of my neorest distributor 
Nome 


a aa a celine 
aueeuweueneesacunawaaed 








Why put up with letters 





ROYAL CALL YOUR ROYAL ff 











that don’t look neat? 


For only about a penny a day you ean be proud to 
sign clean-cut, tidy letters. What’s the answer? Just by 
trading in your old typewriters at 5 years instead of 
10 for new Royal Standards. 


HESE marvelous typewriters 
deliver increased typing pro- 

duction, cleaner-looking, better- 
groomed letters, memos and re- 
ports. 

This often means higher office 
morale and better em- 
ployee relations—intan- 
gibles that are hard to 
define but mighty appar- 
ent when missing. 

With Royals you also 
get the finest, most rug- 
ged precision writing ma- 
chines built. They take 
less time out for repairs, 
too. 

Another important 
point— Royal is the type- 
writer preferred in busi- 
ness 214 to 1 by those 
who type. 


REPRESENTATIVE 
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We'd like to explain in detail the 
penny-a-day story and show you 
in your own office what a wonder- 
ful typewriter the new Royal 
Standard is. Why not give the Royal 
Representative a call today? 


| SALES 
RENTALS 
] SERVICE 





It’s easy to make corrections with 


DENNISON PRES-a-ply CORRECTION TAPE 


On Fluid Duplicator Masters No 
more carbon-stained fingers, scraping, 
erasing, smearing. Just press a piece 
of self-sticking Dennison PRES-a-ply 
CORRECTION TAPE on back of 
master over part to be corrected and 
retype. Master does not have to be 
removed or realigned. Convenient 
strips—no dispenser needed. 


On Typewritten Copy Whenever 
erasures are not desirable—on 
reports or theses you can stick a 
piece of Dennison PRES-a-ply COR- 
RECTION TAPE over the mistake 
and retype. 


On Offset Lithography Artwork 


Just stick a strip over the area to be 
corrected and type in the correction. 
Changes are sharp and legible. 
Dennison PRES-a-ply CORREC- 
TION TAPE requires no moistening. 


Ask your stationer for 
DENNISON PRES-a-ply 
CORRECTION TAPE 

















In single and double space widths 


Dennison 


FRAMINGHAM, MASSACHUSETTS 


THE OFFice 


May, 1954 















people have failed to follow procedure 
instructions. 

As an analyst you ask people only 
two questions: 1. What are you doing? 
2. Why are you doing it? 

Ignore detail that people offer you 
unless it bears directly on the “what” 
or “why” of the operation. 

Define your job. Decide on the exact 
procedural cycle you intend to survey. 
Where does it start? Where does it end? 
Determine and write down the true ob- 
jective of the system. What is the end 
objective? If you don’t do this, you are 
liable to be confused by the “means and 
methods.” 

How to start your survey? Bird-dog 
it! Find the beginning and start there. 
Go through it on your two feet. Trace 
the various forms through until you 
come to the end of the procedural cycle 
that you had previously decided on. 
Then stop. 

Data doesn’t materialize out of thin 
air. It starts someplace, maybe in sev- 
eral places. Find out where. Play detee- 
tive and tramp through the system, re- 
gardless of where it goes. Disregard de- 
partmental lines. If you can, go along 
with the form, part or person and pick 
up the facts. And we mean facts, not 
fancy. 

Accept every statement with a healthy 
measure of skepticism. Check each state- 
ment if it is of importance to the “end 
objective.” Be cautious of “authentic” 
details from the boss of an operation. 
He frequently thinks his people do it 
one way, but they may be doing it 
another for good reason. 

Check with the operator. He ean tell 
you in detail what he is doing. Tie both 
him and his boss into your deal. Make 
it their survey, too. 

It is extremely important that you 
give credit where credit is due. Be gen- 
erous with the credit which you give to 
those who have given you information. 
By so doing, you will find your infor- 
mation sources more cooperative than 
ever the next time you need facts. 


(Continued on page 217) 
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HOW TO 
INCREASE 
YOUR 
PROFITS 


...without 
increasing 
overhead 


Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
and Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 


Write, wire or phone 
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vauwowe COUSINS 


139-A Howell St.Dallas,Texas 
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Square D Co. Saved by Having 
Stored Records Microfilmed 


E. C. HAGEN 


Supervisor of Administrative Services & Systems 
Square D Co., Detroit 


UR officials were a little concerned 
when we first looked into a pro- 
gram for preservation of vital c¢om- 
pany microfilm. A 
of persons, both within our own com- 
pany and from other firms, had ex- 
pressed the opinion, “It’s a good idea, 
but much too expensive.” After we had 
talked to representatives of manufac- 
turers of microfilm equipment, we came 
up with an answer which gives us full 
record preservation protection at a cost 
which represents a most reasonable in- 
surance rate for the protection we are 
getting. 
Our preservation program, in which 
we filmed records dating back to 1903, 


records on 


number 


was completed in a matter of weeks at 
a cost of approximately $1,500. We can 
continue to buy this protection at a cost 
of approximately $250 per year. 

As one of the oldest, established 
manufacturers in our field, we never 
questioned the soundness of a record 
preservation program safeguarding our 
patents, engineering plans 
and production techniques. Established 
in 1903, Square D Co. is known 
throughout the world as a manufacturer 
of a complete and dependable line of 
electrical distribution and control equip- 
ment. Our firm employs nearly 5,000 
people in nine plants and approximately 
50 branch sales offices located through- 


processes, 








Shown here are three 
representative models in 
the most famous series of 
posture chairs ever made 
. . . Often imitated but 
never equalled. 











Model U-331-TB 





Model U-22 


Features . +. instant finger tip 


adjustments ... molded foam latex 
cushioning ... ball bearing casters 
replaceable covers... rubber 


bumper protection 
seat and back. 
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ENVELOPE BLANKS ARE 
PRECISION DIE-CUT 


U.S.E has some 12,400 envelope dies, 
extremely accurate and razor sharp. 
Expert cutters know precisely how to 
place the die on the “lift” of paper to 
insure accurate cutting without distor- 
tion, clipped corners or rough edges. 
Uniformly precise cutting of the en- 
velope blank is one of the reasons why 
U.S.E. Envelopes can be guaranteed. 


BUSINESS EXECUTIVES 
discover many savings when they know 


envelopes serve each need well 


it pays to specify U.S.E. Envelopes 


Isn’t it true? .. . Envelopes are often 
overlooked until the last minute, and 
then squeezed into a tight budget? 
Suppose you had at your elbow a 
book which tells HOW envelopes serve 
many business needs, and WHAT 
envelopes serve each need well? You 


could easily fit the correct envelopes 
into your plans. And suppose you had 
another book which tells WHY it pays 
to buy guaranteed U.S.E. Envelopes? 
You could fit quality envelopes into 
your budgets. In this way, everyone 
would be better off. 


has these books for you ? 


U.S.E., 


supplier. Ask for the complete story: 


the World’s largest manufacturer of envelopes, and your envelope 


The “Handbook” which tells HOW 


and WHAT, and the book “What's in it for me?” which tells WHY it 


pays to specify U.S.E. Envelopes. 


E-4B2 


a Springfield 2, Massachusetts 
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15 Divisions from Coast to Coast 
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WHY AMERICAN REGISTER 
TBUY! 


There are American Register Forms for every 
step in industry—from purchasing and re- 
ceiving, through manufacturing, shipping, 
billing and paying—all designed to speed 
production. 


SPEEDY SERVICE 


Modern equipment and trained personnel 
with years of know-how provide unexcelled 
service—orders are filled faster—as promised 
—on schedule. 


POISE EERE, 


CONTROLLED ACCURACY 


Whether you use counter registers, tabulators 
or billing machines, there are American 
Register Continuous Forms to fit your needs 
—perfectly printed, accurately punched and 
numerically controlled. 


---*MAIL THIS COUPON TODAY - ~~: 


AMERICAN REGISTER CO. 
BOSTON 27, MASS. 


PLEASE SEND FURTHER DETAILS 
SHIP TO 
ADDRESS 


CITY & STATE . 
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out North America. 

In addition to protecting our records, 
an important extra incentive which led 
us to consider a microfilm program was 
the prospect of reclaiming more than 
3,000 sq. ft. of space occupied by files 
of customer orders. 

After examining the equipment and 
methods of leading manufacturers, it 
was apparent after our initial surveys 
that we did not have sufficient volume 
to keep a camera and an operator busy 
on a full-time basis. Our best bet was a 
proposal from the Remington Rand 
Business Services Departments. Under 
this arrangement, which has been in et- 
fect since the summer of 1951, they 
bring a Film-a-record camera and a 
trained operator into our offices when 
needed, «usually for a week or two every 
year. Documents are run through the 
camera at a flat rate per thousand 
images. This same figure includes the 
service of expert supervisors and in- 
spectors at their Detroit offices to check 
all film rolls and prepare them for fil- 
ing. 

By having the work done on a con- 
tract basis, we avoid tying up our own 
personnel who might never achieve top 
efficiency on our part-time operation. 
Equipment savings are especially signi- 
ficant because not all our work ean be 
done on a standard 16mm camera. For 
our engineering diagrams and larger 
documents, we need a 35mm camera 
which is brought in when necessary. 

Once we decided the microfilm pro- 
gram was worthwhile, a big problem 
loomed in deciding which documents 
should be ineluded. Our schedule, as it 
shaped up, was twofold: 

1. Preservation. This phase dealt with 
the filming of vital working records. 
Most of these are in day-to-day use in 
our plants. The purpose of their filming 
is for protection in the event the origi- 
nals should be destroyed. 


2. Retention. We are destroying some 


originals but preserving copies on 
microfilm for possible future reference 
in looking up job specifications or legal 
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Modi 14 
Copyfiex Machine 


Type Invoices? Ill Say Not! 


Yes—today many modern busi- 
nesses are saving thousands of dol- 
lars and eliminating confusion and 
delay in the billing department by 
not typing invoices 

These businesses have installed a 
Bruning Copy flex order-invoice sys- 
tem especially tailored to meet their 
individual needs. Under such a sys- 
tem copies of the original order are 
used for stock selection, packing, 
shipping,and finally invoicing 
Capyflex provides these copies 
swiftly. There is no chance of typing 
errors. No messy carbons, no proof- 
reading, and finally no delay' 

The result is the saving of many 
thousands of expensive man-hours 
with a corresponding gain in cus- 


tomer good will because goods are 
shipped promptly without error and 
invoices arrive on time 

What Copyflex Is 
The basis of the Bruning Copyflex 
order-invoice system is the Copy- 
flex machine itself. This amazing 
machine turns out ready-to-use 
black on white copies of anything 
typed, written, printed or drawn on 
ordinary translucent paper. It does 
this without fuss, mess or bother — 
rapidly and economically 
If you are interested in the Bruning 
Copyflex order-invoice system or if 
you have any problem involving 
the speedy, economical, accurate 
duplication of records, mail us the 
coupon below for free booklet 





Charles Bruning Company, Inc. 


4700 Montrose Avenue, Chicago 41, Ill., Dept. 305 
Please send me free booklet on Copyflex and 


full particulars about how Copyflex solves any 
copying problems. 
Name Title 
Copies anything typed, written, () ‘ 
printed or drawn on ordinary 
translucent paper in seconds 
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Company 





Address 
City _._.Zone 








ROLLER STREAK 
HEADACHES vanish with new 


BALL BEARING Form ink and Water 
Rolis for 1250 Multilith. All side- 
play and image siur_ eliminated. 


Ball Bearing race substituted for 
pot metal ends. Rolls spin freely 
when tightened against end bear- 
ings. Longer life . . . greatly im- 
proved press work. We also have im- 
proved idler and ductor ink rolls. 
Good rolls are the “heart” of your 
Multilith. 
Manufacturers of VioLite, 
Ink and Water Oscillators, 
Ton Ink and other press 
specialties. 


5 CWUAIOR. 
CONVERT YOUR 
MULTILITH TO A 
LITHOGRAPH 


PRESS 
with a SUPER OSCILLATOR 


All 1250 2066 S.D. 


Models 1300 2066 L.D. 

e Fluctuates ink for clean pull 

e Stops scumming 

@ Gives sharp tones, clean reverses 
Full Plate Printing Coverage 

Fine Lines—Halftones 
100% Solids with Perfect Results 
Write for Details! 10 Days FREE TRIAL 


ALLIED LITHO SUPPLY CO. 


212 Mission St., San Francisco 5, Cal. 
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facts. 

To decide how different documents 
were to be handled, we set up a man- 
agement committee especially for this 
purpose. This group was headed by 
Henry Morgan, secretary-treasurer of 
our company, and included representa- 
tives of the accounting, manufacturing 
and administrative departments. They 
set up a classification system for all pa- 
pers handled at Square D, rating them 
according to their importance as A, B, 
C or D. 

Class A and B records are those which 
we intend to microfilm—the A for pre- 
servation purposes, the B for reten- 
tion. The A, or vital records, are those 
which are needed for the company’s 
continued operation as a legal corpora- 
tion or as a working organization. They 
include production engineering records 
such as shop routings and tool and die 
tracings; design engineering records in- 
eluding details of our products; works 
engineering records, including factory 


The microfilmed records in these files replace 
3000 sq. ft. of storage space occupied by 
the original records at Square D Co. 
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e And high time. When 
skilled office people walk 
‘round and ’round a table, 
hand-gathering sheets of paper 
into sets—well,ask the control- 
ler what it costs. 


The photograph shows how 
one semiskilled operator can 
do more collating than eight 
hand-gatherers. (Skilled per- 
sonnel return to proper tasks 
—and happily.) 

She’s running a Macey 
Collator, a fully automatic 
machine designed for office 
use in 4, 8, 12 and 16-station 
models. Her 8-station machine 
will gather more than 3,000 
sets, or 24,000 sheets, per 
hour. 


Obviously, the economies 
are tremendous. If you'd like 
a closer look, and some case 
studies of Macey Collating 
Methods at work in companies 
you'll recognize, just write us. 


* 


HARRIS-SEYBOLD COMPANY 


Special Products Division 
Dept. A, 4510 East 71st Street, Cleveland 5, Ohio 


Sales and service in principal cities. 
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building and engineering layouts; and 
patent department records. 

Class B, or valuable records, are those 
needed to prevent large financial losses. 
They include accounting, stock and divi- 
dend, payroll, group insurance and gen- 
eral ledger records; purchasing records; 
and laboratory section records. 

Microfilmed copies of the A records, 
for which we retain the original doeu- 
ments at the plant concerned, and micro- 
filmed copies of the B records are stored 
in the out-of-the-way safety of our 
Peru, Ind., plant. The figures cited 


i : earlier cover all work necessary on Class 
f ‘ A documents to protect the very founda- 
a } | tions of our business. In addition, the 


other phase of this work has proved 
ERASERSTIE is & | nd | more than worth while through the re- 
epnetnenet | thew | claiming of 3,000 sq. ft. of space which 
Typists, Clerks Beck ey oh used to be occupied by storage files. 
keepers and Account- a 


ants love it. F . 

The white polished | } THE RENTING OF 
wood case protects the | ¢ RNITU 
famous A. W. FABER | ; OFFICE FU RE 
erasing stock — keeps “ HOWARD A. NEWMAN 


it fresh. Easily sharp- | {4}. $ Attorney for National Office Furniture Assn. 
ened with a knife or | ; pene yen li 
mechanical sharpener. LEASEBAC IX’ of furniture, as 
: ; distinguished from a simple lease 
A quick flick and i or renting, is a renting of furniture 
errors in typewriting, to a user with an option to the lessee 
ink or pencil disap- a to purchase the furniture at a later date 
pear — leaving not a | Ce | upon payment of a certain sum, usually 
trace. | giving credit toward the purchase for 
Make sure your | all rental payments already made. The 
Dealer sells you typical example of a leaseback is where 
ERASERSTIK, not some- : erage - leased, a) on : meting 
ah .. i asis and the user 1s charged rental of 
thing “just as good”— | one-twelfth of the full value of the fur- 
because, frankly, there niture per month for eleven months and 
is nothing just as good. | then the furniture is sold to the lessee 
Ask the folks who use q | during the twelfth month for one- 
ERASERSTIK. es | twelfth of its value. Many variations, 
. eS both as to time and method, of this plan 
have been reported in use or under con- 


| sideration. 
FABER: CASTECE There is nothing illegal in leasing fur- 


peNCIL COMPANY INC. NEWARK 3- nd 

















niture and giving the lessee an option 
to later purchase the furniture. Such 
| contracts could be enforced against the 
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VARI-TYPER 


the modern, economical way to ‘set’ 


PRINTER’S STYLE TYPE 


There’s a Vari-Typer model 

to meet every printing and 

mimeographing need....from 

| a mimeographed flyer to a 

ote | complete catalogue, book- 
EE tor offset let, or complicated business 

sige. | forms. Hundreds of instant- 

ly changeable printer-style 
nnn type faces plus automati- 


FS sa =~ | cally evened left and right 


margins make your printing 


- litho-plate and mimeographing look like 





printer-set jobs. Your own 
office typist operates Vari- 
Typer with ease! 


». (mimeograph 


..or any other 
duplicating 
method. 


_ ORR 


720 Frelinghuysen Avenue 
Newark 5, New Jersey | 


Please send Vari-Typer Booklet #15. 


| NAME | 


Body copy produced on the COMPANY 
Composomatic Model. Heads | ADDRESS 
set on the Coxheadliner. 


| RALPH C. COXHEAD CORP. | 


Tue Orvrice—May, 1954 133 








One of these 


NATIONAL 
Stock Ledger Sheets | 
is made for you! 





Monroe? Burroughs Sensimatic? R. C. 
Allen? National Blank Book Company 
makes an inexpensive stock ledger sheet 
for each — and for all major machine 
bookkeeping equipment. Yes, and we can 
also supply you through your National 
dealer with statements printed with 
each client’s or customer’s name to go 
with the ledger forms. Note our Post- 
ing Tray No. 9027 on 9045 Universal 
Stand with A-9027 Adapter. You 
can’t buy better. The No. 9027 HL 
Hood can be stored on shelf, as 
shown, when not in use. 


¢ 


Write for Bulletin MB5 

showing National Blank 

Book’s machine book- National Blank Book 
keeping equipment and ee Posting Tray, Stand 
form line. and Hood. 


All on display at the NATIONAL EXHIBIT, NOMA Conference, St. Lovis, May 23-27 


NATIONAL BLANK BOOK COMPANY oe 


HOLYOKE, MASSACHUSETTS 


THE Orrice—May, 1954 





lessee in a court of law and are usually 
perfectly legal agreements to enter into. 
I deliberately use the word “usually,” 
as each arrangement would be passed 
upon on its own state of facts, but the 
usual leaseback arrangement is perfectly 
legal. If you are contemplating using a 
leaseback plan, my advice is to discuss 
it with your lawyer or accountant before 
putting it into effect. 

The prime reason leaseback arrange- 
ments are entered into is that the user 


is often under the mistaken impression 
that he can pay rent for furniture for, 
say eleven months, deduct these pay- 
ments taxwise as a business expense. 
When he exercises his option, as in the 
above example by paying the twelfth 
month’s rent for title to the merchandise, 
he believes that taxwise he is only mak- 
ing a capital investment of a small 
amount equal to one month’s rent. But 
the Internal Revenue Service will treat 
the whole matter as an installment sale, 





—Air Corps, Army, Nav 
nel in the VOICE REP 
© All areas Fs re are eliminated! 
® Speeds of 200- 

anyone within a matter of weeks. 
@ No knowledge of shorthand required. 
© Affords - cae opportunities for 

REPEAT-O-MASK in 

Franchises available. Write for literature. 





Save Thousands of Dollars a Year 
By Using VOICE REPORTING 


Take advantage of the experience of the Dept. of Defense 
and Marines train their person- 
RTING technique because: 


250 w.p.m. can be attained by most 


ersonnel. Use 
noisy places for silent dictation. 


Voice Reporting Co., 38 Park Row, New York 38 





tS Aovi 7 
wi mt aa 


OUTSTRETCH .. . OUTLAST.. 
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"PROMPT 
) oe DELIVERY 
.OUTSELL... ALL OTHERS 
Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Canton, 


ay 


Pe 


> 


Mass. 





SAVE MONEY 
TIME and LABOR 


with 
NEW ELECTRONIC HOT WAX. PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


SPOT CARB is applied directly 
to back of each sheet in any size 
or shape. Clean, non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet POT 
“How to save with SPOT 





56 LAFAYETTE STREET, NEW YORK 13, N.Y. 


Send samples of SPOT CARB forms and 
free booklet “How to save with SPOT 
CARB" 


FIRM 
ADDRESS 
SIGNED 





disallow the rental payments as a busi- 
ness deduction and hold the whole trans- 
action to be a capital investment on 
which the customer can only take an 
allowance for yearly depreciation. The 
Internal Revenue Service looks at the 
whole transaction in its entirety, disre- 
garding any name the parties call the 
transaction (such as a lease) but con- 
sidering the intent of the parties. 

Where a lease for furniture contains 
an option to purchase, the question 
arises as to whether the instrument 
should be treated, for tax purposes, as 
an installment sale contract rather than 
a lease. If it is regarded as a sale con- 
tract, the “rental”? payments will not be 
leductible by the customer. He will be 
required to capitalize these payments and 
will be entitled to deduct only deprecia- 
tion. Where the option price agreed 
upon is nominal or only a small per- 
centage of the total rental payments, 
the instrument is apt to be treated as a 
sale contract. 

The fact that the periodic rental is 
large in proportion to the value of the 
furniture will also be considered as in- 
dicative of a sale. The whole transaction 
is considered in its entirety and one of 
the determining factors is whether or 
not the user of the property obtains an 
equity in it when he makes “rental” 
payments. 

There are, of course, many advantages 
to the user in a straight leasing of office 
furniture without options to buy and 
such transactions are looked upon with 
favor. Many office furniture dealers 
rent furniture to political campaign 
headquarters several months before 
election and take it back after election. 
These are usually straight rental trans- 
actions. There are several straight office 
furniture rental plans in_ operation 
throughout the country. They vary as to 
length of rentals, terms and other minor 
gimmicks. 

Under the usual rental plan, the lessee 
rents the furniture and equipment for a 
minimum period of three years. The 
rental is a diminishing yearly fee pay- 
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How do they test 


Office Machines? 


Taking the bugs out of 
key operated equipment 
calls for intricate testing 
units that simulate the 
motions of an operator. 


The soft pneumatic touch po tet 
of an Auto-typist finger gga ne og 


bellows comes closer to machine tester 

simulating the human fin- which will 

ger than any mechanism —_ 

known to quality control pe orming a 

engineers. That’s why — 

Auto-typist custom built epevellane. 

testers have been testing 

typewriters, adding ma- 

chines, calculating ma- 

chines, and all other finger 

operated mechanisms for 

many years. 

Every American manufac- 

turer of typewriters uses 

Auto-typist testers. In 

some cases they have run 

these testers night and day A two-unit Auto-typist 
for months on special lab electric typewriter tester. 
oratory life tests. In other 
instances, the Auto-typist 
tester fulfills an assembly 
line function just like any 
other employee. Like the 
Auto-typist, the tester is 
“programmed” by a_ per- 
forated tape which controls 
its functions and  auto- 
matically repeats them 
when the sequence has been 
completed. Some test  se- 4 
quences take as long as 45 0 TS 

minutes in spite of the fact Avio-TyPist 
that the keys are depressed ; 

at a much higher rate than — le 

manual speed, There is no - Z AMERICAN AUTOMATIC 


fatigue, no variation in 


touch, and no errors. TYPEWRITER COMPANY 
Dept. 55, 


r nter Street 
The femeus Aute-typist 614 North Carpe ’ Stree 
Model 3054 for automatic Chicago 22, Illinois 
typing of routine : 
correspondence. 


Auto-typist will operate = and collection letters at 

your typewriter with the only a fraction of the cost 

same precision, speed and of hand typing. Learn 

dependability. It will auto- more about this modern 

matically type your sales office miracle. Write us for 
full information. 





4i¢ 


The simplified credit handling system 


for small businesses 





REGISTER 


FORMS TRAYS 


INDEXES 
PRINTED LEDGER ACCOUNT 


FOLDERS 9 





| = 





Ul mi 
A combination bookkeeping 
and vertical filing system that's 


engineered to simplify credit 
record handling and minimize 
errors. 


For every type of business ex- 
tending limited credit and using 
register forms, sales tickets, will- 
call tickets, statement forms or 
snap-out forms, this system pro- 
vides an accurate yet simple 
means of account handling. 


a 


| year; 214% 








| able in quarterly or monthly install- 


ments. Here are typical rental rates 
based on the list price of new equipment 


| covered by the rental agreement: 3% 


per month of the list price the first 
® per month of the list price 
the second year; 114% per month of the 
list price the third year; 3% of the list 
price per year for all ensuing years over 
three. 

Thus the lessee pays as rental 36% 


| of the retail price of the furniture the 


first year; 30% the second year and 18% 
the third year. The lessor at the end of 
three years has received 84% of the list 
price of the furniture. Taxwise both 


| the lessor and lessee have benefited. If 


the furniture is returned to the lessor 
at the end of three years, he ean still 
sell it as reconditioned merchandise. The 
usual lease for furniture provides where 


| the furniture is to be used and that title 


remains in the lessor. The only lability 
that the customer has is to return the 
equipment in good condition, reasonable 
wear and tear excepted. Usually the 
rental contract provides that the lessor 
will repair and maintain the furniture 


| as required at current service rates. 


Advantages to the user of the straight 
rental plan are: 

1. As his business expands tempor- 
arily, rental rather than purchase fits 
his needs better. His needs can be tailor- 
made to fit his temporary requirements. 

2. He does not tie up his working 
capital in fixed assets. 

3. If he is handling a cost-plus con- 
tract and needs additional office facili- 
ties quickly, he can rent furniture and 
legitimately charge off the rental cost 


| against the job. 


4. Rental payments are charged off by 
him taxwise as operational expense. 

If you keep the furniture and equip- 
ment for ten years, you will have paid 
105% of the list price but will have been 
able to charge off every cent of it to 
operational expense. If you had bought 
the furniture outright, you could only 
have charged off about 10% deprecia- 
tion each year for ten years. 
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Here’s the dial 





that will cut 


your 


printing bills! 


Gulelier~ 260 


with Continumatic Inking 





Simplicity ... cleanliness... 
economy ... versatility ... never 
available before in any stencil 
duplicator! 


Because the quality of Gestetner duplication 
is so high . . . Gestetner owners are finding 
that jobs which once had to be sent out can 
now be done right in the office—dquickly, 


economically. Ask for a demonstration ! 


Duplicating at its finest—since 1881 


Sales and Service from Coast to Coast 
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Use this check list when you buy a duplicator 


/ Is it simple to operate? With the Gestetner, al 
you do is dial the ink density you want, then dial 
the number of copies you need. Simplicity itself! 
Is it clean to operate? Only Gestetner uses 
paste ink — from a tube that clips into the machine 
No pads, cans or brushes 
A range of colors—easily changed? Only 
Gestetner offers more than a dozen attractive colors 
which can be changed quickly and easily 

J/ Is the price right? Most people are genuinely 
surprised at the Gestetner's low price—for a 
machine with so many unusual advantages 


SEND FOR YOUR COPY 
OF THIS USEFUL BOOKLET 


Gestetner Duplicator Corp., Dept. 26 
50 McLean Ave., Yonkers 5, N. Y. 


Gentlemen: Please send me a copy of your new booklet 


"30 Ways to Get the Most from Your Duplicating 
Equipment" 

Name 

Company 

Address 


City, Zone, State 








The Bancroft 


‘Junior’ 


Paper Folding Machine 


Zz 


IDEAL FOR THE OFFICE 


This machine has been designed to assist 
offices with their folding problems. 
It is a machine you have been waiting for, 
and you cannot afford to be without one. 
@ NET WEIGHT 8&5 LBS. 
@ PORTABLE AND SILENT 
@ SIMPLE AND QUICK SETTING 
e FULLY ENCLOSED AND ATTRAC. 
TIVELY DESIGNED 
HAND FEED 
@ FULLY MOTORIZED 
@ WILL FOLD TO FIVE DIFFERENT 
STYLES 
@ OVERALL SIZE 28” x 16” x 1114” 
[] The Junior takes a maximum paper 
size of 10” x 15” and is a two parallel 
machine folding in the following styles 
single, double, letter, accordion and wallet 
To set the machine from one style of 
fold to another takes a matter of seconds 
and requires no more effort than the turn 
of one or both of the setting wheels so that 
the pointers are at the correct reading 
Efficient, with pleasing modern styling 
and attractive green and black “New 
Wrinkle” finish the “Junior” is sure of a 
place in the modern office 


CENTRAL PRINTING MACHINERY CO. 


3622-24 W. CHICAGO AVE., CHICAGO 51, ILL. 


CENTRAL PRINTING MACHINERY CO. 

3622-24 W. CHICAGO AVENUE 

CHICAGO 51, ILL. 
Please send complete 
Bancroft ‘“‘Junior”’ F 


Name 
Firm Name 


details on the new 


| obtains the 





Re 
Pal 


Office Machine 
Maintenance Records 


(Continued from page 96) 


When the serviceman arrives, he goes 
directly to the general office. He does 
not have to inquire for the person who 
made the call to learn the location and 
trouble, but simply opens the visible 
record book which is in a handy loea- 
tion, looks for the Cellugraf signal and 
full information from the 
record ecard. 

Should another typewriter have 
broken down between the original serv- 
ice call and the arrival of the service- 
man, this would have been posted and 
signaled in the The serviceman 
would then note that call automatically 
and a second eall to the service office 
would have been avoided. Should the 
serviceman be on his first call he would 
be sent automatically to the general 
office by the receptionist and then given 
a printed map of the office to enable him 
to locate the typewriter. 

When the serviceman completes a eall 
he returns to the general office, makes 
out a service report and obtains a sig- 
nature. <A copy of his report is then 
left with the general office girl who posts 
it to the reeord, removing the signal. 

Let’s assume, on this eall, that his serv- 
ice report notes under new parts in 


he 0k. 


Attaching the colored Cellugraf signal for 


the serviceman's guidance. 


THe Orrice—May, 1954 








Anyone can produce beautiful 
plastic bound books in 
these 2 easy steps: 


Punch sheets and covers of any size or 
weight, quickly, accurately 


right in your 
own office! 


...and save money, too is ) ‘ 
«jing Bind up to 250 books an hour with colorful Hi 








GBC plastic bindings 


Y definitely im- om » P 
prove the ofloctivenees Add prestige... utility ... attention-compelling 


farlons Grd tepotts with —-«-APPearance to reports, catalogs, presentations, and all 
og ne a GBC printed and duplicated material with this sparkling 
plastic binding. NEW GBC portable equipment 
quickly ... economically plastic binds loose pages of 
all sizes into easy-to-use personalized booklets. Pages 
turn easily ...lie flat. Durable plastic bindings are 
Ba available in a complete range of colors, styles, and 
one : . 
sad sizes. Complete GBC office equipment costs less than a 
General Binding typewriter ... saves more than 50% over old fashioned 
Corporation fastener-type covers. Anyone can operate. 


GET YOUR FREE PORTFOLIO-PRESENTATION NOW 


I GENERAL BINDING CORPORATION 
Dept. O-5, 812 W. Belmont Ave., Chicago 14, Ill, 
Please send me, without obligation, your free PORTFOLIO- 
PRESENTATION that includes prices, applications, and other 
practical information on this modern plastic binding system. 


pl 8, 
oe 


we 

iv] 

ce 
%, 


eT a 





\ 
+ Organization spinatus isleteate 





Address 


see cy a in ae oe ee 


A A ES MO LN SET INE EN NEN NT IN OT STE TERE GRO MNES ORTH tne SOK 
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-ayalyboty 
...but EVERYBODY... 


WIF 


They rush in twenty times a day: “Where's the Swift?”” The machine weighs 
only 614 lbs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 
a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to ‘stand and wait” to use it. I showed her the visible dials, the 
large clear type, the two-color ribbon and even did 150 operations 
a minute for her. 


in its zippered case to finish work at night — but Me, 


Z. S. Some of the men would like to take it home | s) 6My beloved 
Swift Costs 


I lock it in my desk drawer! 


| 
! $0050 
At better Office Machine Dealers everywhere or write for information TODAY 


only ates 
SWIFT BUSINESS MACHINES CORP. ; tax 


Great Barrington, Massachusetts 
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stalled: “One draw hand and three rub- 
ber gaskets.” This information is posted 
under New Parts on the record card. 
Several days later an invoice is received 
covering the cost of three rubber gas- 
kets. This invoice is approved and the 
date posted in the Invoice Signed col- 
umn of the record card. This acts as a 
double check against any possibility of 
paying a duplicate invoice. 

Now iet’s suppose through error that 


the invoice had ineluded a charge for | 
the service call and also the draw band. | 
Before approving the invoice, the gen- | 
would check the ma- | 


eral office clerk 


chine record. Let’s also assume. that 


the contract with this particular com- | 


pany calls for “extra calls included at 


no charge.” This would be checked in the | 


appropriate box on the machine record. 
Also, under remarks it would be noted, 


“No charge for replacement parts except | 


rubber parts.” 
Therefore, the clerk would immedia- 


| eS mY 
FIRST AID FOR AILING SYSTEMS 


SIGNALS 
and 


MAPTACKS 








SEE YOUR OFFICE SUPPLY DEALER 


George B. Groff Co., Cambridge 40, Mass 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


‘ie CARBON COMPANY 
GENERAL OFFICES e SKOKIE, ILL. 
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DURING 
PEAK or RUSH 
PERIODS, 


LET ME HELP YOU 
IN YOUR OFFICE OR OURS 
© TYPING 
© STENOGRAPHY 
© BOOKKEEPING 
© CALCULATING 
@ PAYROLL 
© GENERAL OFFICE WORK 


NATION'S LARGEST TEMPORARY HELP SERVICE 


Fl 


e 
e 
o 
. 
& 
e 
«© 
7 
. 
a 
* 
e 
e 
* 
* 
e 
+d 
e 
e 
@ 
e 
* 
a 
e 
a 
a 
¢ 
@ 
a 
e 
& 


manpower, inc. 


: WE ARE NOT AN EMPLOYMENT AGENCY : 


@ manpower, inc. operates in Boston e Chicago e®@ 
® Cincinnati e Cleveland e Detroit e Milwaukee «®@ 
Minneapolis e New York e Philadelphia e Pitts- 
@ burgh e St. Louis e San Francisco e Seattle e with» 

@ other aMiliated Branches Coast to Coast 


. FRANCHISES AVAILABLE 


e FOR FURTHER DETAILS WRITE 
; 330 W. KILBOURN AVE., MILWAUKEE 3, wis.$ 
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ately find that the above invoice is not 
in accord with the contract and would 
return it for correction, 

Let's see how regular inspections are 
handled by the system. The master 
record shows whether the contract calls 
for monthly, quarterly, ete., inspections. 
When the servicemen make their regu- 
lar inspection, a record of the machines 
inspected is left with the general office 
This is posted hv date in the 
Regular Inspections box. Before renew 
ing a yearly contract and approving 
payment of the invoice, the cards are 
checked to determine that all inspections 
were completed. Any missing inspect- 
tions are easily noted and reported to the 
service company which can then either 
complete the inspections or 
eredit, whichever is more feasible. 

As equipment is added or retired from 
service, a card is added or taken from 
the visib'e record book and a purchase 
supplement issued to make a 
record of the transaction. The individual 
historical reeord can quickly flag any 
repetitive trouble on a machine which 
might call for factory repair or over- 
haul. It can also quiet the girl who sees 
a new typewriter on the next desk and 
complains that her machine is always 
giving her trouble. Our system has been 
received with much favor by all service- 
men. They need no longer wait for 
general office personnel to give them 
service calls. They have a double check 
of their own records as well. 


MULTI-COUNTEB way to ratty 


Items sold, inven- 
tories, payroll — 
count anything in 
any business — ac- 
curately and fast. 
Anyone can count 
correctly with in- 
expensive Multi- 
Counters which 
last for years, 
Write for literature 
and prices. 


MULTI-COUNTER MFG. CO. 
40! Broadway, New York 13, N. Y. 


rece rad 


issue a 


order 
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“The boss thinks 
he is 
seeing double- 


x \\ 1 \ Ne 
I'M DOING (= WE 
RECEIVABLES AND PAYROLL TOO!" 


like a breeze.” 
To get all the facts about the 











“It’s hard for him to believe that 
one girl (yours truly) can now 


handle all the payroll preparation 
and all of the receivables. Not 
only that—I get the statements out 
on time, without overtime. This 
brings collections in faster too. 
And I whip through the payroll 


Todd Form-Master and its appli- 
cation to both payroll prepara- 
tion and accounts receivable, mail 
the coupon. Do it now. It can save 
you money, headaches, personnel 
problems. 


THE TODD COMPANY, Inc., 
Dept. O, Rochester 3, N. Y. 


Please send me complete information about 
the Todd Form-Master and its application to pay- 
rolls and receivables. 


COMPANY, INC. 
Todd 


ROCHESTER & NEW YORK 
SALES OFFICES IN a) PRINCIPAL CITIES 
O-5-54 DISTRIBUTORS THROUGHOUT THE WORLD 


See the Todd Form-Master at Booth #710—Nat'l Office Management Assoc. 
Convention, Kiel Auditorium, St. Louis—-May 23-27. 


Name 
Address 


Zone State 
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CARBON APPLIED 
ONLY IN DESIRED 
AREAS .... 


SPOT-O-CARBON 7 
MAY BE APPLIED TO MARGINALLY-PUNCHED 
CONTINUOUS OR SNAP-EASY FORMS... . 


Spot-O-Carbon may be applied to the back of marginally-punched 
continuous or Snap-Easy business forms. When carbon is applied to 
Kraft tissue, it may be interleaved between forms parts. Any shape 
or area may be covered with carbon to suit a specific form's need. 


CONTACT THE COMPANY FOR FURTHER DETAILS! 


ARTHUR J. GAVRIN PRESS, Inc., New Rochelle, N. Y. 


Manufacturers of SnapSasy~ One-Time Carbon Interleaved Business Forms 
o—_— - ay’ 
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‘ 


1 Visible fivid supply —32-oz. 
tank-—no pump! 
2 Adjustable pressure control 
—longer runs. ; 

‘3 Positive master clamp—easy 
to operate! 
4 Automatic centering of print— 
new raise-and-lower control. 


5 Eye-easy reset counter— 
just where you want it. 


only ‘195 complete! 
Plus Fed. Ex. Tax 


6 Large capacity rotary feed — 
150 copies per minute! 

7 Perfect registration— prints 
any size up to 9” x 15”. 


PRICED FAR LOWER THAN ANY 
COMPARABLE MACHINE... 

ASK YOUR HEYER MAN, OR WRITE 
FOR COMPLETE INFORMATION. 


CORPORATION «@ Established 1903 
1850 South Kostner Avenue « Chicago 23, Illinois 
New York, 3 Los Angeles, 26 


See The Conqueror at the NOMA Convention, St. Louis, May 24-27, 1954, Booth 116 
Please mention THE OFFICE when making inquiry. 


with ALL the features: 
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How XEROGRAPH Y Cuts Duplicating Costs 
JONES & LAUGHLIN 


estimates yearly savings of over 


100,000 


Speeds paper work duplicating 
in 15 field locations 


Jones & Laughlin Steel Corporation, world’s fourth 
largest stecl maker, uses the xerography process to 
prepare offset paper masters for duplicating thou- 
sands of forms needed to carry out the vast paper- 
work requirements of its business. 

With the XeroX-Multilith combination, general 
forms used at the various locations are prepared in 
the Pittsburgh General Office. Forms used only at 
one location are prepared locally. NeroX® Lich- 
Master* copying equipment is used for preparing 
paper masters and Multilith Process Duplicators 
are used for quantity duplication of forms. Jones 
& Laughlin estimates savings of over $100,000 a 
year compared with former methods. 

Anything written, typed, drawn or printed can 
be reproduced with photographic accuracy in about 
3 minutes onto an offset paper master for run off of 
multiple copies on an offset duplicator, 


°A trademark of The Haloid Company 


Write for proof of performance folders showing how companies of all kinds are saving time and 
money using the versatile, electrostatic xerography process in their duplicating applications. 


THE HALOID COMPANY 


54-5X HALOID STREET © ROCHESTER 3,N. Y. 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


XEROGRAPHY 
The fastest, cheapest, most versatile way to make masters for duplicating 


Be sure to visit us at Booth 916 at the NOMA Conference 
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te An Electric Adding Calculator at 
manual machine investment. 
"Unilectric” actually costs less than 
other manually operated machines. 


% A solution of the “help” problem: 
"Unilectric operators learn quicker, 
produce more, stay happier, 
longer in their jobs. 


Over 150 sales and service points 
in the U.S.A. and Canada 


CHICAGO OFFICE 
127 North Dearborn Street 
TORONTO 
Plus Business Machines Ltd. 
1 St. Clair Avenue West 
MONTREAL 
Plus Business Machines Ltd. 
1217 University Street 
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Plus C 


FHL}? ELECTRIC 


ADDING CALCULATOR 


Model 909U (Illustrated) Capacity 9/10 $496 


Model 912U Capacity 12/13 $598 
Manual models also available in 6/7, 
9/10 and 12/13 capacities 


Pius Computing 
Machines, inc. 


5 Beekman Street, New York 38, N. Y. 
Telephone REctor 2-0045 


ai Bhan ck? 





g , Ine. 
Dept. A-3, 5 Beekman St., N. Y. 38, N. Y. 


Please arrange a free demonstration of the Unilectric Adding 
Calculator in my office without obligation on my part. 


Nome. 


Compony. 


Address _ 


City__ 


a 








Save Nioney 


The new CARTER’S “Self-Spacing™ 
Form Guide Masterfold Unit 


for Spirit Duplicators! 





rg 
== 


Here's How It Saves Time-- 
Money--In Making Office Forms! 


*Vertical and horizontal self- 
spacing marks enable anyone 
to make office forms quickly, 
easily. @No T Square or 
drawing board necessary...no 
need for special calibrated 
rulers. ®Self-sSpacing con- 
forms with typewriter letter 
and line spacing no matter 
which way sheet is put in 
machine. ®Forms turned out 
can be filled in perfectly by 
typewriter...fill-ins land 

on spaces--not on lines. 
eForm Guide fits any spirit 
duplicator. 


GE eee Gand 


Ov 
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Turn out your own Office Forms 
Quickly and Easily! 


You know what a dent the cost of printing office forms makes in your 
general overhead fund . . . especially on short runs. 


Carter offers you a way to reduce this cost by making your own office 
forms, in your own office, without special equipment. 


The new Carter “Self-Spacing” Form Guide Masterfold Unit makes it 
simple for your typists to turn out perfect forms, call reports, time sheets 
and hundreds of other jobs that are expensive when ordered from printers 
in small quantities. 


And Carter’s “Self-Spacing” Form Guide Unit is economical . . . costs 
little more than an ordinary Masterfold Unit. 


So, put Carter's “Self-Spacing” Form Guide Unit to work in your office 
right away. You'll be surprised at the professional-looking office forms 
you get... you'll welcome the savings! 


CALL For outstanding results 
your stationer .. . xceptional savings 
‘or offi ipment 
ieaer fra | =e Gmarler...Buy Canter’ 


demonstration 
The best of everything for 


WRITING . TYPING . DUPLICATING . STICKING . MARKING 


The Carter’s Ink Company 


CAMBRIDGE 42, BOSTON, MASSACHUSETTS 








ND ‘EM TO FIND 





(a 


-Binding 


HE answers to safe filing, easy finding, no lost or strayed letters, orders, 
plans, invoices or reports may all be summed up in the famous slogan 


“Acco-bound papers are safe papers”. 


Accobind Folders will rid your files of soft folders, scattered papers, loose 
sheets, pins and clips. They’ll save time, temper, money. They’ll bring you 


security, system, efficiency. 


Accobind Folders are made of durable pressboard, usable for years. Sizes 


available to meet every need. Ask your stationer to show them to you now. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
; —/ of —_& 


ACCO FASTENER 
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YEARS OF 
SATISFACTORY 
PENCIL-SHARPENING 


SERVICE 
= 
ae Cu ELECTRIC 
PENCIL SHARPENER 


BUREAU OF STANDARDS TESTS SHOW THE 
ELECTRO-POINTER SAVES UP TO 40% ON LEAD. 
WILL PAY FOR ITSELF IN TIME AND PENCILS! 


Progressive offices have been saving time, money and 
pencils since before World War II with Electro-Pointer, 
the proven automatic electric pencil sharpener, Works 
automatically . . . sharpens pencils instantly 
easy-to-see front opening at the natural writing angle 
. no bolting down . . . beautifully designed to look 
well in office or home . . . sharpens just enough. . . 
doesn’t chew up pencils or waste lead and wood. 


Perfect for drafting rooms, schools, artists and everyone 


Oe RE EE CALL YOUR STATIONER OR WRITE 


aN) ieee oe 


1825 MACKLIND AVE. « ST. LOUIS 10, MO. 
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...+ to write and 
keep handwritten 
records ... 


on outstanding addition 
to the Hano line of 
recordkeeping forms 


and devices 


Spectacular! That's Hano’s new Autographic Register . . . 2 to 7 part sets 
. . - @ universal throw to handle any length form without adjustment . . . improved 
carbon shields for smoother form flow . . . carbon advance without opening lid. 
An engineering and design triumph, the new Hano Register features all nylon gears, 
shafts and rollers to end wear or oiling worries, a streamlined appearance to match 
modern office and store decor, and a lacquer finish in two shades of hammertone gray. 
Available in standard widths of 4-5/16”, 5/2”, 6/2” and 8'/2” with form lengths from 
3/2" to 8/2’. Electrically operated models are also available. 

PHILIP 


Some Southern, Southwestern and Mid-Western dealerships 
open for established stationers or printers. 


HOLYOKE, MASSACHUSETTS 
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Bo ae a 


ODHNER.... ads like this 
will reach millions in 1954! 











Odinen gives you the 4 things 


/ you want most in an adding machine! 














The Weekly Newsmagaaine 








1. LESS NOISE — Rotary drive stops 
ibration. Rubber cushioning 








deadens sound. ‘ % ba? 
2. MORE SPEED — 10-key - LI. S. Wea ES 


built-for-touch 
& World Re Poy t 


Electrically 


an tS ill Newsweek 


cut waste motion. 


"3 4 By the mokers 

- EASIER TO SERVICE — ‘ ow = Ph Soi PACIT 

Built in sections. You can 10-key touch colculetor. 
count on an Odhner. 


| 500 Fifth Avenve, New York 36, N. Y. 


FACIT INC. Dept. 114 Sensome Street, Sen Francisco 4 


SOLD AND SERVICED THROUGHOUT THE WORLD 











The magazines top executives read—TIME, NEWSWEEK, U. S. NEWS 
& WORLD REPORT—will carry Odhner advertisements like this during 
1954. These magazines have a combined circulation of 3,248,118 per 
issue—tens of thousands of important business machine customers. This 
support promises expanding sales for Odhner dealers all over the U.S.A. 
Will you share in the profits? A few Odhner dealerships are still available 
to qualified applicants. 


(Cdizee) can count on 
Write Odhner Div., 


Dept. O, FACIT INC. 
500 Fifth Ave., New York 36, N. Y., or 


114 Sansome St., San Francisco, Calif. 
(zz) Machines 


SOLD AND SERVICED THROUGHOUT THE WORLD 





PAPER CUTTER 
Challenge Machinery Co., 
Haven, Mich., makes the No. 193 
Hydraulic Power Paper Cutter 
smooth hydraulic power applied to the 
knife. The hand clamp is operated by an 


Grand 
Semi- 
with 


aorta et ae ie 
easy-running wheel. Cutter takes sheets 
up to 1934”. One of its important safety 
foolproof 
operating makes it 
compulsory for the operator to keep both 


features is the dependable, 


mechanism which 
hands on the controls to complete a cut. 
Other features include solid center sup- 
port, duplex measuring tape, 
back gage and a baked-on wrinkle finish 
which adds to its appearance. The mod 
erately No. 193 paper cutter is 
especially recommended for 


posit ive 


priced 


those who 
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the compactness of a small size 


desire 
cutter 
power 


and the speed and accuracy of 
performance. 


ADDING MACHINE 

Friden Caleulating Machine Co., San 
Leandro, Calif., makes a 10-key adding 
which indication of 
item as it is entered key 
that the falls 
into natural working position to elimi 
nate time-wasting decisions in key selee- 
tion. All keys are oversize and» cipher 


machine has visual 
and a 


hand 


each 


board arranged so 





aD 


e 


key falls directly under the thumb or 
little finger, depending upon which hand 
is used. The center row of numeral keys, 
4,5 and 6, have concave surfaces so that 
touch operation may be easily acquired. 
Other features mentioned by the manu- 


facturer are: live operating keys (total, 
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sub-total, repeat-add and print-only keys 
actuate the mechanism without pre- 
setting or extra true credit 
balance prints from single total key de- 
pression; automatic printing of clear sig- 
nal; automatic printing in red and auto- 
matic designation with special symbol of 
all negative values; completely- enclosed 
paper roll with only printed portion ex- 
ribbon -and* roll paper 
change; light 20-lb. weight; quiet opera- 
tion, with rotary printing mechanism; 
color harmony to minimize eye fatigue. 


‘ 


LETTERHEAD SURVEY 
Neenah Paper Co., Neenah, Wis., offers 
the ‘‘Neenah Guide to Preferred Letter- 
heads’’ based on a nationwide survey of 


cycling) ; 


posed; easy 


thousands of in all 
business who were polled to determine 
what they liked and did not like in let 


terheads. 1950) and 


persons phases of 


Polling started in 


The 


results 


lasted four tabulation and 
the analysis of the 


The finished book is not a maze 


years. 
took six 
months. 
color, 
letter 


emblems, 


of statistics but shows, in full 


basic design elements used in 


such as 
trademarks, 


: 
heads, monograms, 


buildings, products and 
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packages. It suggests when to use these 
basie elements, in what 
and art treatments so they will 
duce best for offset, letterpress and en- 
graving. It different styles of 
type and handlettering as well as general 
letterhead. It 
who 


combinations 
repro- 


shows 


balance on a 
businessman 


guides to 


guides the wants a 


letterhead that will be preferred by most 
of his customers. Copies of the book are 


obtainable without charge from printers 
who can obtain free copies from paper 
handle Neenah Fine 


distributors who 


Business Papers. 


MAILING MACHINE BOOK 
Machine Co., 
J., is sending 


Inserting & Mailing 
Dept. OF, Phillipsburg, N. 
a copy of their 64-page ‘‘Operating and 








Maintenance Handbook for 


to all known owners 


Inserting «& 
Mailing Machines’’ 


of machines. Since the company’s 
records were destroyed by fire 25 years 


ago, machine owners may not re 


ceive it. 


some 


Those who do not should write 


above address for their free copy. The 


book contains over 70 photos, diagrams 


and charts of. interest to management 


and mailroom personnel, There are sec 


tions on production norms, space plan 


ning and operator training. 





POSTING CALCULATOR 
Olivetti Corp. of America, Dept. AU, 
Fifth Ave., New York 36, N. Y., 
makes a Printing Calculator fully 
and 
tape 
wide, or platen 


5SO 
with 
automatic back 
front feed, Split platen takes a 3” 


carriage which has 
plus a sheet up to 1134” 
can be unified to take journal and ledger 
sheets up to 1434” wide. Carriage moves 
so that results are automatically entered 
in proper columns: carriage stops at de 


sired column and awaits entry. Operator 


need not remember which type of cal 


culation to perform at a column since 
this can be pre-set. Interchangeable 
Selecto-Function bar automatically con- 
trols 21 like addi- 


tion, subtraction, sub-total, total, credit 


separate operations 


balance, non-add, non-print, repeat, line 
spacing, column skip, earriage advance 
many 
for two different 

subtracts, 


and return, ete. In Cases, one 


selector bar can be set 


Machine 
tiplies, divides and credit balances auto 


forms. adds, mul 


uses short-cut multiplication. 


matically; 


OFFSET ROLLERS 


Allied Litho Supply Co., 212 
St., San Calif., 
form ink and water for 
1250 Multiliths which prevent 
streaks and eliminate sideplay that slurs 


Mission 
makes 
Model 


roller 


Franciseo 5. 


rollers 


printed copy. Ball bearings on the rol 


lers prevent wear on the roller shaft, 
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allow rollers to spin freely when 
tightened against end bearings and as 
preventing endplay 
Idler and ductor rol- 
better ink distribu 


sure longer life by 


and bearing wear, 


oversize for 


lers are 


ae 
eo 


tion and can be reground several times 
before they are small for 
Rollers can be had in a complete set of 
seven, of Write above uad- 


dress for complete information, 


VERTICAL SORTER 
Co., 4044 W. 
Detroit 9, Mich., have 
sorter to their line. It 
labeled for 


too use. 


separately. 


Ave., 
vertical 
which 
break- 


channels 


SorterGraf Jefferson 
added a 
has tabs 


ean be any desired 


down. Leaves are mounted = in 
and slide along to accommodate different 
thicknesses of papers. This reduces over 
loading of the need for 
emptying before a sort is completed, This 


breakdown 


sections and 


sorter is convenient when a 


is very irregular with some divisions 
having excessive volume. A 100-division 
with the desk unit 
stand with 


Sorter 


breakdown is offered 


while larger sorts use a 


oscillating carriages. A vertical 
Graf with movable carriages is effective 
when matching papers as in order hand- 
departments. The 


operators or 


and receiving 


machine 


ling 


erect tabs allow 
others 
and the oscillating carriage brings any 


the convenient 


to easily finger enclosed papers 


sorter within 


part of 
reach, 


THe Orrice—May, 1954 














FLOOR SAFETY 
Walter G. Legge Co., 101 Park Ave., 
New York 17, N. Y., offers a free 16-page 
booklet on floor ‘*Mr. Higby 


safety, 


About 


describes 


Hard 


reduce lost 


Learned 
Way.’’ It 
nianhours, liability 


Floor Safety the 
how to 
rates and 


floor 


insurance 


raise efficiency with proper main 


tenance, 


SPIRIT DUPLICATOR 
Duplicopy Co., Dept. 0-5 224 W. Illinois 
St., Chicago 10, TIL, makes the A-44 au 
feed All-Star Spirit) Duplicator 
easyv-to-turn that 
the possibility of tension and whip. Feed 


tomatic 


with handle prevents 


mechanism is new and positive and in 


sures wrinkle-free copies. The dual eam 


principle gives absolute pin-point regis 


tration, copy to copy and copy to master, 


essential in forms and systems work, 


Bearing areas have been increased to 
g 


insure longer life and the Duplicopy A-44 
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All-Star, with automatie feed, as well as 
the H-44 hand feed, fully 
tested. Over 1,377,000 copies were run 
to test the ruggedness of these machines 
without 
Duplicopy 


have been 


ran continuously operat 


All- 
Stars, developed for foolproof perform 


which 
ing failure of any kind. 
feature 


and ease of 


magie fluid flow, a patented moistening 


ance operation, 
unit which eliminates adjustments, flood 
brighter 
with 


giving perfect, sharper, 


ing, 


from the very first sheet, 


life, 


copies 

longer master 
CREDIT SYSTEM 

1026 Niag 


Sith 


Equipment Corp., 
guffalo 13, N. Y., makes a 


bookkeeping 


Posting 
ara St., 


plified combination and 


vertical filing system for businesses ex 


tending limited credit. System consists 


forms trays, indexes and 
that 
modate register forms, sales tickets, 
call tickets, 


forms snap-out 


of register 


printed filing folders will accom 


will 
ledger 


statement forms, 


and forms; designed to 
simplify ¢redit record handling and mini 
mize errors. In most instances the regis 
ter forms are supplied in triplicate. One 
copy is presented to the customer at 
time of purchase and two copies are filed 
fold 


period, 


in the customer’s individual ledger 
er. At 


duplicate copies are 


expiration of a eredit 


supplied to the cus 
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tomer with a statement or tape recording 


the total amount of vouchers. Period 


total is entered and triplicate copies are 
retained in the ledger folder until paid. 
The register forms trays retail at $14.50 


to $17.50 and accommodate autographic 
register and salesbook sheet sizes in five 
models from 45/16” x 
814". Steel covers with 
ette available for all 
Literature with prices and trays sizes, 
folders, avail- 


614” to 814" x 
locks or leather 
covers are trays. 
indexes and printed file 
able 


from above address. 


INSULATED POSTING TRAY 
Shaw-Walker Co., Muskegon 52, Mich., 
makes the No. 4224-D Fire-File Posting 
Tray which provides uninterrupted point- 
This unit 
with 


of-use protection. will accom 
trays >” 


eards 5” wide. 


two 


modate four 


three trays with cards 6” wide, or 








trays with cards up to 10” wide. Cards 
354". An 
height, it 


automatically 


may be as high as individual 


safe at standing employs an 


ingenious device which 


raises the records to working position. If 


fire oceurs in daytime, operator need 
only lift the cover and run. Cover slides 


closed automatically and locks itself. Th 


160 


base can be fitted with storage compart 
complete with door or ecard 
Tray is equipped 
centric key lock. 
walnut or mahogany finishes are avail- 


ment, 
drawers. with 


grained 


para- 


Silvertone, 


able. 


CASH REGISTER 

R. C. Allen Business Machines, Inc., 
679 Front Ave., N. W., Grand Rapids, 
Mich., makes the 500 Class garage and 
gas station model Cash Register which 
offers a simplified tape record, simplified 
ring-up and instantaneous control figure 
tied in a 


to which pump meters can be 


matter of seconds. Gas sales total to the 
minute is always recorded in the visible 
The side of the keyboard 


is used to only gasoline sales 


dials. right 
register 
in dollars and cents with a ring-up and 
totalling 


modern 


capacity to $ Because 


pump meters are calibrated in 


dollars and cents as well as gallons, the 


total of gasoline sales can be 
during the 
keyboard 


identified by ap- 


register 
checked regularly 
left side of the 
than 
propriate department designations, with 


a $99.99 


dav. The 
records all 
other 


sales gas, 


capacity and 


Many 


lub-gas, ete., 


ring-up 


totaling capacity. combination 


sales, oil-gas, ace-gas, ean 
Reeord- 


Machine 


and re- 


be rung up in one operation. 


taking is ‘reduced = greatly. 


handles eash, charge, paid-cut, 


eeived-on-account transactions and = in 
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cludes all the features of other R. C. 
Allen gas station registers. Available in 


hand and eleetric models. 


NUMBERING MACHINE DATA 

Wm. A. Force Co., 216 Nichols Ave., 
Brooklyn 8, N. Y., offers users of hand 
numbering and dating machines a free 
brochure, ‘‘How to Select the Right 
Numbering Machine or Metal Dater for 


How to Setece the Right 
NUMBERING MACHINE or METAL DATER 
for yout eveds 


ng 


(om 


Needs.’’ 
showing 


This contains a large 
size of characters in 


Your 
chart 
inches, character count per inch, height 
and spacing specifications for a wide 
variety of type styles. It 
the different actions and capacities avail- 


also indicates 


able in machines for various uses. 


AUTOGRAPHIC REGISTERS 
Philip Hano Holyoke, 
makes refolder autographie registers for 
complete flexibility in operation. These 
HUR Models automatically accommodate 


Co., Mass., 


any length form with perfect alignment. 
Any number of copies up to a 7-part set 
can be used with equal ease without ad- 
justments. Ticket widths of any manu 
Forms 
when 


can be accommodated. 
threaded through 


facturer 
need not be 
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loading, but are simply laid over the 
table. Hinged separator bars at rear are 
wide open when loading. High lift of 
the grip roll allows plenty of room for 
direeting file copy into the filing com- 
partment. It is easy to place form aper 
tures over the aligning pins. Carbon 
paper can be advanced without opening 


locked until 
new forms are needed, Carbon protector 


the case. Register remains 


leaves are renewed, 
rigidity 
All gears, cams, rollers, 
aligning pins and feed dises are Nylon 
for greater wear without 


readily One-piece 


die-cast cover provides and 


smooth contours. 
lubrication. 


CARD WRITER-ADDRESSER 
Zip-O-Riter Co., 3046 8. Flamingo, Den 
ver 20, Colo., makes the Zip-O-Riter Post 
Card Kit for duplicating and addressing 


_" 


_o i 


“— 


post cards at the same time. The master 
for the 
eard is clamped to the board while mas- 


holding copy side of 


message 
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ter with 
of ecard. 


address 1s applied to the front 
dupli 


Up to 500 ecards can be 


cated and addressed (two sides) in an 


Message can be in choice of five 
Complete kit 


for 100 addresses and 100 


hour. 


colors. including masters 


message mas 


ters is $38.95, 


ACCOUNTING MACHINES 
National Cash Register Co., Dayton 9, 
Ohio, makes the low priced Class 34 Ac 
Machines 
for small or 
the use of 


counting designed primarily 


medium-sized oftices where 
accounting 


Applica 


receivable, ac 


more expensive 


equipment is not warranted. 


tions include accounts 


eounts payable, payroll, inventory ree 


ords, general ledger and anv other 


bookkeeping procedure applicable to an 
Machines have the 
carriage of the 


accounting machine. 
hydraulically 
Class 31 as 


operated 


well as its system of auto 


matie control through detachable form 
bars at the front of the machine, which 
may be switched in 


seconds to change 


from one job to another. Typewriter 
models will be equipped with a standard 
keyboard, electric typewriter. Features 
include direct 


total, a reverse key to permit immediate 


subtraction from every 


made and auto 
totals. 


rating, 


correction of any error 


matie clearance of all Carriage 


functions, including tabulation, 


vertical spacing, closing and 
return, are fully Machine 


has five totals and will be manufactured 


opening, 


automatic. 


in typewriter and non-typewriter models, 


162 


MACHINE STAND 
Standard Sales Co., Div. L. C. Fle 
welling Co., 12411 S. Industrial Ave., 
Hollydale, Calif., makes the heavy duty 
Model 502 EZ-Lift Stand for heavy 
oftice machines like hillers, electric type 
Stand has all 


requiring 


writers, calculators, ete. 


welded tubular construction 


no assembling. Equipped with 2” heavy, 


ball 


leveling 


noiseless bearing casters and ad 


assure safe 
IS” detach 
able leaves which are adjustable to bill 
Stands 


justable vlide to 


footing. There are two 15” x 


ing or machine height. come in 


choice of gray, brown or green, one to 


a carton weighing 40 Ibs. Freight pre 


paid on 100 Ibs. or more, 


FOLDING MACHINE 
Central Printing Machinery Co., 
24 W, Ave., Chicago 51, Tl, 
offers the Bancroft Junior Office Folding 
Machine which makes five different kinds 


3622 


Chicago 


hand fold 


ID”. 16 


of folds 20 times faster than 


takes 


motorized 


ing. It paper up to 10” x 


and hand fed. Turning a dial 


single fold, double fold, 


sets it for a 


parallel or accordion letter folds or wal 
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iet fold. Machine is silent in operation, 
11%”, 


enclosed and 


measures 28” x 16” x weighs S85 


fully 
green and black wrinkle. Literature from 


lbs., is finished in 


above address. 


SPIRIT DUPLICATOR 

1850 S. Kostner 

Chicago 25, IlL, makes the 
Spirit Duplicator with 
lint eliminator to make every duplicat 


Ave., 


( onqueror 


Hever Corp., 


fluid control and 


ing job easier and produce superior re 
varied The fluid 


control is an easily operated dial which 


sults on paper stocks. 


gives five graduated low, medium and 


high fluid adjustments for correet meter 
ing of spirit fluid to compensate for all 
tvpes of from lightweight 


paper nhews 


print to heavy card stocks. This meter 


ing takes into account varying absorp 


tion factors of paper and permits adjust- 


ing for best results. 
fluid 
pheric conditions in arid or mountainous 


It provides positive 


control of under varying atmos 


regions. The built-in lint eliminator pro 


tects wicks against possible clogging 
when duplicator is used with rough, loose 
surface stocks like newsprint. It is not 


necessary to use approved duplicating 
papers, but all paper stocks can be used 
to achieve the desired finished 
Other features of the 
built-in counter, visible 
ply, adjustable 


and-lower control, rotary feed and posi 


piece, 
Conqueror 
fluid sup 


ure: 
reset 
pressure control, raise 
tive master clamp. The Conqueror prints 
in 1 to 5 colors, 120 or more copies per 


minute, on paper up to 9” x 14”, 


Tit Orrick May, 1954 


SLIDING-DOOR CABINET 
Parker Steel Products, Ine., 60 Colum- 
bia St., Brooklyn 1, N. Y., makes Parker 
Sliding Door Cabinets in two sizes: 72” 
x 36” x 18" and 43” x 36° x 18": The 
sliding door feature saves space. Doors 


The 


work easily on ball bearing glides, 


electrically welded cabinets have four 


shelves which are adjustable every two 


inches. Cabinets are available with 


locks if 


grained 


desired and in green, gray, 


baked 


ready 


walnut or mahogany 


enamel finishes. Shipped set-up 


for use. 


CARBON BLOCK-OUT 


American Lithofold Corp., 500 Bittner 
St., St. Louis 15, Mo., offers free samples 
of their Secret Spot method of eliminat 
ing certain filled-in data from specified 
copies in a set of forms. No matter how 
hard an impression is made when writing 
the form, the chosen fill-in will not ap 
carbon which are not 
that part of the fill-in. Secret 
Spots can be applied anywhere in any 


pear on copies 


to carry 
size or shape on any 


tvpe of multiple 


form. 





CARBON SEPARATOR 
Standard Register Co., Dayton 1, Ohio, 
announces an improved Gravity Carbon 
Separator with carbon rewind for use 
with punched card accounting machines. 
from 


interleaved earbon 


from the 


It removes 


forms as they come machine, 


refolds copies of the form into individual 


packs and conveniently disposes of the 


used carbon paper by rewinding it on 


spools. Each spindle will accommodate 
approximately 500 lineal feet of carbon. 
Speed of the device is equivalent to the 
speed of the machine. Spindle wraps the 
from the 
machine and line 
tabulation, heading skips or any eject 
For effi- 
cient refolding and carbon separating on 
multiple part sets of Statice in 
separating carbon and paper is complete- 
load, wrap 
When 
roll is full, spindle is released by a sim 
slipped off 


used carbon as it is released 


responds on single 


distance at any machine speed. 
forms. 


ly eliminated. To merely 


earbon once around the spindle. 


ple latch and earbon into 


wastebasket. Floorspace is utilized to its 


maximum because used carbon is com 
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pactly rolled, rather than spilled off on 
the floor or into a large container. Avail- 
able for immediate delivery. 


SAFES 
Victor Safe & Equipment Products, 315 
Fourth Ave., New York 10, N. Y., makes 
the Victor 600 with 
cealed hinges. No hinges are visible from 


line of safes con- 
outside the safe, giving the 600 an ultra 


modern, streamlined design, as well as 
eliminating the hazard of attack on the 
hinges and burglars. The 


600 line safes bear the Underwriter Class 


damage by 





C label, one-hour protection, T-20 Cer- 


tification, Underwriter’s Relocking De 
vice Label, and the Safe Manufacturers 
National label, <A 


tumbler lock with separate relocking de 


Assn. one-hour four 
vice adds to the burglar protection. An 
offset spindle prevents opening of the 
safe by punching through the lock han- 
dle. Safes are equipped with concealed 
swivel casters. Four sizes, with fixed or 
adjustable interiors, are available, rang 
ing in capacity from 1.43 to 5.5 cu. ft. 


SPIRIT CARBON, MASTERS 


Rose Ribbon & Carbon Mfg. Co., Har- 
rison, N. J., makes Ultra Sta-Clean Mas 
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ter Units and Spirit Carbons with metal 
lic protective coating covered by U. 8. 
Pat. 2,671,734. 
handle before and after typing. 
Sta-Clean Carbon can be immersed in 
with no bleed. They will 
not stain hands or elothing and will pro- 
duce long runs and bright copies. Now 
available in blue and purple with other 


These are very clean to 


Ultra 


water eolor 


colors soon to come. 


LETTERHEAD DATA 

R. O. H. Hill, Ine., 270 Ll 
mit... New. -York: 12, 
chure, ‘‘ Letterhead which has 
a check list for testing the efficiency of 
a letterhead. Samples of actual 


Lafayette 


offers a free bro- 


Logic,’’ 


CO 


pany letterheads are included with data 


on how they and the 
reasons for their effectiveness. There is 


a breakdown of letter-writing costs coy 


were produced 


ering dictator’s time, stenographie, mail 
ing, filing, stationery and overhead ex 


penses. 


MAGNETIC MEMORY 
Logisties fesearch, Ine., Redondo 
Beach, Calif., have developed the Mag- 
netic Library System which 
random access to a large 
filed The system’s 
principle allows storage of 


prov ides 
number of 
Air-Floating 
than 


items. 


more 
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This 


unlimited 


two million decimal digits. mag 


netic memory with its almost 


capacity is lower in original cost and 


upkeep. 
head 


Its single reading and writing 


against the surface of the 


lubricated by a film 


rests 


high speed drum 
of air. The head 


to quickly locate the desired information. 


travels over the drum 


Inexpensive, sheet metal drums ean be 
of any size and the head adjusts to im- 


perfections in the drum’s — surface, 
Neither head nor drum requires precise 
machining. Applications include cost ac 
counting with system connected to time 


clocks, 


inventories, 


customer credit files, perpetual 


addressing and production 
control systems: all allowing instant ref 


erence to any filed material. 


CONTROL BOARD 
Methods Research Corp., 442 Mosel 
Ave., Staten Island, N. Y., makes the 
Flexi-Trol Visual Control Board for pro 


duction schedules, sales records and 


quotas, personnel analysis, management 


control and analysis, service schedules, 
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inventory control, trattic eontrol ana 


routing, warehouse control, organization 
rosters, charts, honor rolls 
There 


vertical 


organization 
other 
zontal and 26 
total of 650 
measures 114” 


and purposes, are 25 hori 


columns, with a 
card 
wide x %” high and there 
are larger cards in three sizes. Headings 
and doubled 
and quadruple multiples of the minimum 
size, 


slots. Minimum siz 


important features can be 


Information mav be written = or 


typed, Cards come in strips for typing 


and in any of 


buff 


board, 


five colors: white, blue, 
green, red. A standard Flexi 
Trol $2” wide x 24” high, ready 
for operation with 1000 
$57.50, f.o.b. above. A 


with 


and 
ecards costs 
confidential model 
the 


monev back 


hinged doors to cover records 


costs $67.50. Unconditional, 


guarantee within 30-days. Brochure from 


above address. 
ORAL DICTATION 
Park 


makes the Repeat 


Voice Reporting Co., 38 
New York 38, N. Y., 
O-Mask for 


Row - 


use in taking oral dictation 


or voice reporting. with no 


knowledge of 


Anyone, 
stenography, can record 
fast ean talk. Any 
typist can transcribe the dictation. The 


dictation as as they 
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Repeat-O-Mask  ¢: he 
dictation 


with 
tuke dictation, re 
This method al 
taking the 


the work of a 


used any 
machine to 
conferences, ete. 
the 


three 


port 
lows 
to do 
hand 


person dictation 


times short 
recorder. User can breathe freely. 


Literature from above address. 


DUPLICATOR-MASTER FILE 

Atlas Steneil 16728 West 
field Ave., Cleveland 10, Ohio, 
added the Jumbo B Model to thei 
of vertical The 
B accommodates duplicating stencils, off 


Files Cor P-. 
have 

line 
Jumbo 


filing cabinets. 


set plates, X-ray films, ete., wide 


by 20” long. Cabinet is 52” high, 18%” 
and 28” 
having 
than the 
and smaller 


(261,4” 


wide deep with two drawers 
cradle suspension. It is 
Jumbo A Model (16” wide 
than the Model 


. Complete information from 


larger 


Jumbo € 
wide 


abo e address. 


FLOOR MARKER 
Armo. Traftie Products, 
Amherst Ave., St. Mo., makes 
Armor Flex Traftic Markers for marking 
This 


Flex H969 


Louis 5, 


lines on office and plant floors. 
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He ee ee 


The BDC stencil introduces an exclu- 
sive new color —Soft-Green. Labora- 
tory tests have conclusively proved 
that black copy against the softly 
tinted green background reduces eye 
fatigue and decreases errors. Proof- 
reading is effortless as reading a 
typed letter. 


In addition to the new Soft-Green 
color the BDC stencil has the carbon 


cushion factory-attached to each 
stencil. You never have to save a car- 
bon sheet or insert it. The exclusive 
new coating never clogs a typewriter 
and always produces the sharpest 
impressions with all makes of mime 
ograph machines. 

For samples and complete infor- 
mation write Bohn Duplicator Corp., 
144 Fourth Ave., New York 16, NY. 


Discover the Revolutionary Stencil 


os cee cee eee cos ems cee come ees cm ce Ge Ge Ge ee ee Ge ee ee ee ee ee es ee ee ee es ee oe a) 


Carbo 
attached, 


No film 
needed with 
Soft-Green 

coating 


n 





ready 
to type 
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ce 





material is 
x 6” x .02” in size, bright vellow in 


tough, long-wearing plastic 
3” 
and resistant to 
Markers are quickly and 
easily installed, with oil-resistant Armor 


eolor, non-absorbent 


most solvents. 


Flex Marker Cement, in a variety of de- 
signs depending on the job to be done, 
for indicating and 
similar types of marking on wood, con 


aisles, directions 
crete, asphalt or composition floors. The 
fioor is not harmed in any way: no drill- 
ing, spikes, nor countersinking. Clear, 
sharp markings effectively command at 
tention over a long period of time at low 
cost and no maintenance, Sample swatch 
and literature from above address. 


TRANSLUCENT MASTER PAPER 
’aterson Parchment Paper Co., Bristol, 
Pa., offers Patapar 
Translucent Parchment master paper for 
whiteprint, diazo machines like Ozalid 


free samples of 


ath 
ae oe? 
Tao r 


st 
10% 
Par i 


and Bruning. Made in two weights, this 
paper allows rapid, uniform penetration 
of ultra violet light on direct print ma- 
chines. It has been field tested by users 
for several years. Write above address 
for free testing samples. 
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COPYHOLDER LAMP 

America, 2359 
Calif., 
attrac- 


Pres-To-Line Corp. of 
Cotner Ave., Los Angeles 64, 
makes the Pres-To-Line Lamp, 
tively styled and functionally designed. 
The 30-watt Lumaline tube provides con- 
light without Cover 
light 


centrated glare. 


swivels to permit adjustability of 


Adjustable 
lowering or 


spread and concentration. 


side brackets allow raising 
for desired lighting intensity, or permit 
the Pres-To-Line lamp to be raised above 
the Pres-To-Line copyholder when not 
in use. Lamp has an attractive neutral 
gray wrinkle finish and is for use with 
14” and 18” 


only. 
MAGNETIC TAPE SPLICER 
Yale Industries Corp., 82-09 251st St., 
Bellerose 26, N. Y., makes the Yale TS-4 


Pres-To-Line copyholders 


Cutter-Splicer for 14” record- 


ing tapes. Its splice leaves the tape free 


magnetic 
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DESIGNED FOR TOP EFFICIENCY 
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Repeat-O-Pak floating carbon paper, too—is designed 
specifically to do a better job. Its function is to get maxi- 
imum efficiency from every type of continuous form 
written on IBM formswrters and Underwood Fanfold 
machines. 


It does this by loading six times more carbon paper on 
the machine—by using that carbon paper over and over 
again—by being cleaner, faster, easier-to-handle. By per- 
mitting more copies at one typing, and by offering many 
exclusive “bonus” features, such as aligning leaders, self- 
contained buffers, full or partial block-outs, etc. 


Repeat-O-Pak is available in a great variety of weights and 
finishes to meet the specific requirements of your forms- 


writing job. 


ey 


floating reusable carbon paper for use with all kinds of continuous forms 
written on 1BM formswriters and Underwood Fanfold machines. 


STANDARD MANIFOLD COMPANY 
Carbon Paper * Inked Ribbons » 333 W. Lake Street * Chicago 


Offices in Principal Citiese In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec 
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of adhesive which might interfere with 
little as 1%” of 
removed and splice can be 


recorder operation. As 
tape need be 
made in 15 seconds. The splicer can be 
recorder or 


mounted directly on a tape 


used on its own base. 


COLORED COPYING PAPERS 
Mining & Mfg. Co., Dept. 
Paul 6, Minn., Thermo- 
Fax copying paper in three colors: green, 
pink, in addition to the 
neutral The 
manufacture 


Minnesota 
0-54, St. makes 
vellow and 


standard shade. paper is 


colored in its and ready 
for immediate use for color coding sys 
and filing. 


tems in correspondence 


Thermo-Fax copying equipment is oper 
ated by without 
training to 
typewritten and printed 
15 seconds without 


regular employees, 
copies ot 
within 


chemi- 


special produce 
pages 


darkroom or 


cals. Samples of the colored sheets and 


about the Thermo-Fax 


available 


literature 


ing process are 


copy 


upon request. 


COIL WIRE BINDER 


Hudson St., 
machine 


Tauber Plastics, Ine., 202 
New York 13, N. Y., 
for making coil wire bookbindings. One 


offers a 


operator places the punched books in 


the machine which automatically coils 
the wire from a spool, inserts it into the 
book, cuts wire to size, bends the ends 
releases the book into delivery 
controlled by a foot 


to ae 


and 


chute. Machine is 


pedal, accommodates books up 


long and can be quickly adjusted to 
books of different thicknesses. It has 


been in use in Tauber’s own bindery 


over four years. Complete information 


from above address. 


RECORD STORAGE 
Box Co., 720 S. Dearborn St., 
Chicago 5, TIL, have published Catalog 
No. 1125, ‘* Eeonomical Reeord 


3unkers 


Storage 


for Every Business.’’ It fully describes 
and illustrates their line of file storage 
containers, shelving and binders for all 


kinds of 


above address. 


records, Catalog is free from 
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KILL 


Teletype \ 


NY Q | ~ Kk y —" 


Machine 





Photo courtesy National Broadcasting Co., Communications Dept., RCA Bldg., N.Y.C. 


Sof’Tone absorbs all high frequency vibrations from noise 
and reduces the new sound level more than 50%. Teletypes 
become quieter than a noiseless typewriter. Noise control to 
be effective starts right where noise begins—at the machine 
itself. Nerve wracking noise lowers workers’ production 
capacity. Sof’Tone stops this unnecessary waste. 


TELETYPES can now be located anywhere, even beside the 
desks of other workers. Necessary concentration is assured 
with Sof’Tone. Enjoyment of better working conditions results 
in real dividends. Sof’Tone pays off in reduced errors and 
increased production. 


©1950 Results guaranteed—Or You Do Not Pay! 


Write today for details. Give machines, 
makes, models you use and measurements. 





5 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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MAKES THE DIFFERENCE! 


TEMPO TODAY OFFERS YOU THE MOST COMPLETE LINE 
OF STENCIL DUPLICATING EQUIPMENT AND SUPPLIES 





Ti Mf ° Mf 

empo Imperial 
King of High-Speed, 

Heavy-Production Duplicators 


$895.00 





geha dual-cylinder 


@ FOUR GREAT MODELS 
@ ELECTRIC AND HAND 
@ PRICES START AT $199. 


A DUPLICATOR—A STENCIL AND AN INK FOR EVERY 
CHURCH, SCHOOL, ORGANIZATION AND BUSINESS OFFICE 


WRITE TODAY FOR FULL INFORMATION 


MILO HARDING COMPANY 


Main Office 
SAN FRANCISCO 5 LOS ANGELES 15 PITTSBURGH 22 
141 New Montgomery St 432 W. Pico Boulevard 317 Third Avenve 
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PERSONAL PAGING SYSTEM 
Dietograph Produets, Ine., 95-25 149th 
St., Jamaica 35, N. Y., makes the Mira 
Fach of the key 
personnel is equipped with a 134” x 31%” 
x 13/16” transistor receiver and a midget 
speaker totaling 4 ozs. The speaker per- 
mits only the wearer to hear the message 
and operates on true tone fidelity. In 
actual tests with blaring loudspeakers 
the average time to locate key personnel 
ranged from 4 to 9 minutes; with Mir 
acle 


Page System. 


’age personnel were located within 
The Miracle Page permits 


15 seconds, 


receipt of messages in an area of high 
noise level due to the proximity of the 
sensitive? speaker .to the 
Transmission is 


The 


housed in a moisture-proof case of mod 


wenrer’s ear, 


confined to a speeific 


area, sensitive receiver unit is 
ern design with volume control, variable 
adjuster mechanism and flexible cord. A 
high fidelity flat response receiver, modu 


lated for 250 to 5000 cycles and coupled 


to an acoustical bell-horn, assures full 
Kach self 

mercury battery in 
an insulated container for easy replace- 


ment. 


sound reception. unit has a 


contained long-life 
The system utilizes any standard 
amplifier designed for paging. Literature 
from above address. 
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FORMS LAYOUT KIT 

Litho 18423 Eu 
Cleveland 12, after 15 
forms, 


Forms Co., 
Ohio, 
single-set 


National 
clid Ave., 
years manufacturing 
has entered the continuous 


forms and 


tabulating forms field, Additional 
speed, rotary presses are being installed 
to handle 
forms layout kits and samples are avail 
able to 


high 


increased production, Free 


users and dealers from above 


address. 


CARD FORM LAYOUT KIT 
Planaform Co., 30 Cromer Road, El 
mont, N. Y., makes the Planaform for 
designing reeord card forms for use in 
machines and including tabulating cards. 


It consists of a 12” x 15” steel base with 
five channels. Perforated strips come in 
widths of 5/32”, 7/32” and 1/10” and 
can be separated according to any length 
line by character count. There are plas 
tic inserts numbered 1 to 80 for tabulat 
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ing card layouts and 1-43 and 1-45 for 
tabulating forms, or 7/32” for IBM In- 
terpreter and 1/10” for IBM 407 or type- 
writer. Copy or field name is written on 
the strips which are inserted in desired 
position and layout can be rearranged 
as desired. The Planaform helps in mak- 
ing layouts for multiple 
repetitive data strips can be kept and 
reused on different layouts. It has other 
uses such as Jaying out multiple filing 
The Planaform kit 
$15 with one combination of strips, plus 
$2 for the other combination. 


forms since 


sections, etc. costs 


TYPEWRITER DESK-CABINET 

Cole Steel Equipment Co., 285 Madison 
Ave., New York 17, N. Y., makes the 
Cole Gliding Desk Cabinet which com- 
bines a 3-drawer letter file, typewriter 
stand and cabinet. Typewriter 
shelf glides on ball bearings and riachine 
van be protected by locked outer door. 
File drawers ride on ball bearings, too. 


storage 


Made of heavy gauge steel, letter size 
cabinet is 37” wide, 40” high, 17” deep 
overall; finished in olive green or Cole 
gray baked enamel. No. 379 with letter 
size file drawers is $54.95. No. 879 with 
legal size drawers is $57.95. Plunger 
type lock for all file drawers is $7.50 
extra. No. 479 (illustrated) with two 
double index drawers for 6400 5” x 3” 
or 6” x 4” ecards instead of the 
file drawers is $59.95, 


one of 


GAME FISH 

Eastern Corp., Bangor, Me., offers a 
free 17” x 22” sheet glorifying Ameriea’s 
Fresh Water 
four colors on 


famous 
Printed in 


most Fighters. 


Atlantic 





j 
C SUhente Pond 


Opaque, this marks the 18th record sheet 
in this popular series of which over one 
million copies have been distributed to 
date. 


INK ERADICATORS 


Sanford Ink Co., Bellwood, Ill., now 
packages its X-It one-solution eradicator 
and its two-solution eradicator in spill- 
proof bottles with 
stoppers and applieators. 


plastic combination 
The shape of 


the applicator permits picking up the de- 


sired amount of solution and controls its 
flow on the paper. It can be used to 
erase both fine lines and broad surfaces 
because it has a thin edge and broad 
side. Even if bottle is violently upset, 
only a few drops will spill. The two- 
solution eraser removes colored ink from 
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simple — 


accurate — 


versatile — 


fast — 
check — 


makes perfect copies in seconds! 


This newest development in photocopy machines can be operated 
easily by any girl in your office. 





No matter how fine the detail, or what the colors, if you can see 
it in the original you will see it in the photocopy. 


Produces exact, letter perfect copies—whether the original is 
single or double sided, in loose sheets, in newspapers, magazines 
or bound books. Photorapid's legally accepted copies are ready 
for instant use, eliminating costly retyping, hand copying and 
checking—or costly outside copying. With Photorapid you can 
make, from white or colored originals, in sizes up to 13" x 17", 
single side copies, double side (to reduce filing space), trans- 
parent copies for use as masters with diazo or blueprints, tissue 
copies for air mail—all at an unbelievably low cost. 


in seconds your finished, perfect copy is ready. 


Photorapid's unique and important advantages. A time and money 
saver to anyone who needs exact copies. Write today for details. 





for details. 





OFFSET USERS! 
Photorapid Transparencies make ideal mas- Bi 


ters for use with the new positive-working 
aluminum presensitized plates. From original 
to offset press in 6 minutes or less. Write 


Dept. 05, 105 Chambers Street 
New York 7,N. Y. © BArclay 7-4150 
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— does 

your work 
up to 

+ 48% faster 


Here’s why payroll savings mount fast when you switch to Clary 





Capable of 190 additions or subtractions a minute (or better 
than 3 a second), a Clary requires 75% to 80% less hand motion 
than ordinary machines. Two average operators can turn out 
the same volume of work formerly done by three. 


More than 150,000 offices are profiting by these remarkable 
time and labor savings every business day. 


When you’re in the market for adding machines, see the Clary 
first. In fact, it will pay you to switch to Clary right now! 


CLARY MULTIPLIER 1500 factory 
CORPORATION branch offices 
San Gabriel, California and dealers in the U.S. 
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cloth or paper. A metal, non-rolling con- 
tainer protects bottles light but 
permits instant use. 


from 


BALLPOINT REFILL 


Waveland Ave., 
Chicago 13, Ill., makes the Fisher 1-for- 
All Ballpoint Refill 
different ballpoint 


Fisher Pen Co... Far 


which fits over 100 


pens and comes in 





blue, red, black and green ink, one to an 
envelope with simple directions for in- 
stalling refills. 


new There are 13 en 


velopes in the attractive display carton 
shown. 


For complete information, prices 
and discounts, write above address, 


MODULAR UNITS 
Metal 


Manitowoe, 


Furni- 
Wis., 


Modernettes in five 


Invincible 
ture Co., 
makes 
which can be 


basic units 


combined in any number of 
ways to fit exactly the 
needs of the Basic 
units 


one shelf, full sliding steel 


user, 


include a unit with 


doors and individual top, 


unit 
shelf, 


80” x 5” x SO": a 
with one open, fixed 
a 

Tut 
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low sliding steel doors that conceal one 
adjustable shelf with individual 
30” x 15” x 29"; a unit with adjustable 
shelf, no doors and individual top, 30” x 
oS Bers desk that in- 

unit above and has 
closed-back shelf and end panel that ex- 
width to 60” 
top; 
which can be 


top, 


a wall unit 


corporates the first 


continuous 
shelf 
eombi- 


tends under 


linoleum and a closed-back 


used between any 


nations of the first three units and has 
continuous 88” linoleum top for all com 
binations. Modernettes are available in 
the full that 
characterizes Invincible’s complete line: 
Driftwood Tan, Cool Olive 


Green and 


WIRELESS INTERCOM 
Ave., New 


sJogen Twin 


range of modern colors 
Green, 


Modernaire Gray. 


David Bogen Co., 29 Ninth 
York 14, N. Y., makes the 
2-Station Wireless Communo-Phone which 
requizes no wiring or installation. Addi 
tional stations can be added at any time 


for a call system. It uses the 


regular electric power line as transmis 


eommon 


sion medium and two or three separate 
systems can be set up on one circuit. 


Stations can be moved as desired and 


plugged into AC or DC outlet. Units are 





6” high, 6%4” wide and 7%” deep, weigh 
4 lbs., have Underwriters Laboratories 
label. Two stations are $95, extra sta 
tions $50 each. Illustrated folder from 
above address. 


TELEPHONE STERILIZATION 
Hygienic Phone Service, Ine., 4 
43rd St., New York 17, N. Y., offers a 
weekly service of telephone sterilizing, 
The 


young 


Kast 


cleaning and polishing. service is 


performed by uniformed women 
who visit offices every seven days. They 
completely clean and polish each entire 
telephone instrument using cloth patches, 


orange wood sticks, Q-tips and a special 


then apply antiseptic Telene 


polish, 
paste to mouthpiece and earpiece rubbing 
it well in and removing excess. This in- 
visible film retains its bacteria destroy- 


ing power for 8-9 days. After initial 
visit which may require more time, ser 
vicing is finished in two minutes. Cost of 
the service ranges from 15c weekly for 
one phone to 10¢ a phone for over 300 
phones. Free data from above address 
shows results of this service in prevent- 
ing absenteeism, ete. 
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TELETYPE SOUND CONTROL 

Ingolf Dillan Co., Box 627, San Mateo, 
Calif., makes the Silentel cabinet to re- 
duce the teletype 
Cabinets, 


noise of machines. 


also made for other office ma 
chines, eliminate most machine noise and 
soften remaining noise. Normal telephone 
next to 


conversations can be eonducted 


machines operating in Silentel cabinets. 


Each cabinet has built-in fluorescent 
light directed on the working area and 
electric fan for operator comfort on hot 
days. The teletype cabinet can be com- 
pletely closed when machine is only re- 
ceiving, which means almost complete 
elimination of noise and allows placing 
machines anywhere in an office. Illus- 
trated literature with complete specifica 
tions from 


above address. 


SCALE LAYOUT MODELS 

Visual Plant Layouts, Ine., Pennsyl- 
vania Ave. at River, Oakmont (Alleg. 
Co.), Pa., offers their free 1954 Catalog 
which details Visual layout equipment 
with prices and explains a system under 
which Visual plant layouts can be pur 
chased on the progressive payment basis 
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CUT REPRODUCTION COSTS! 
INCREASE PRESENT OUTPUT! 


by making your own negatives for 
offset reproduction with the easy-to- 
operate ‘‘Seventeen”’ copy camera. 





“The ROBERTSON 
‘Seventeen’’ Copy Camera 


A complete, ready-to-use package unit, 
including lens, film holder, electric timer, 
lights, copy holder and storage cabinet 
Simple enough for anyone to operate. 


Here’s what YOU can do with "t 
the “SEVENTEEN” Camera 


Reproduce your own drawings, illustrations 
and pictures for offset duplication 


Cut negative costs approximately in half 


Enlarge or reduce size of artwork for repro- 
duction 


Avoid time delays caused by outside services 


Increase output of present equipment 
Reduce purchase of outside duplicating work 


Keep negative control under direct supervision 
Utilize present personnel more fully 


Utilize present space (only 28 in. x 8 ft. needed) 


FR FE Send now for your free 


Manual of Operation, an illustrated 48 


copy of the ‘’Seventeen’’ 


page booklet that shows how anyone 
can easily operate the ‘ Seventeen’’ cam- 


era, No obligation. 


je 
PHOTO-MECHANIX 


Manufacturers of graphic arts 
equipment for more than 35 years 


3069 Elston Avenue 
Chicago 18, Illinois 





ATLAS HAS THEM ALL 
LARGE AND SMALL 


FILING SYSTEMS FOR OFFSET PLATES, 
NEGATIVES AND STENCILS 


FILE-ALL MODEL for the larger offset plates, 
negatives, x-rays, blueprints to 21'' wide by 26" 
long. May be equipped with 22" patented SHC 
Hangers especially designed for serrated 
offset plates, PSC (spring clip type) Hangers for 
straight edge plates or GIHC (2 

for group filing 


Constructed of heavy gauge steel, casters and lid 


with locking stop-arm. 
Dimensions: 30'' high, 24°’ wide and 28"' deep. 


The File-All is just one of a complete line | 


of Vertical Filing Systems. Write for infor- 
mation on the complete line. 
See Atlas Vertical Filing Systems at the 
May Shows: 


NOFA Chicago Booth 111 
NOMA St. Louis Booth 149 


ATLAS STENCIL FILES CORP. 
16728 WESTFIELD AVENUE 
CLEVELAND 10, OHIO 


edge | 


ripdex) Hangers | 


order totals $2,500, 
Equipment is furnished immediately but 
billing is in 12 equal monthly parts. 


when minimum 


ADDING MACHINE 

Paul Bruning Maschinenfabrik, Breit 
enbachstr. 18, Berlin-Borsigwalde, 
the Resulta BS 7-column 
Adding Machine which is only 37/16” x 
" lbs. 5 ozs., and 
does direct subtraction below zero. Anvy 
one can use the machine which is oper 


Ger 
many, makes 


aie ; 5 
534” x 4! weighs 3 


ated with a stvlus. Checking dials indi 


cate numbers inserted without the use of 


paper tape. There is a clearance key for 
checking dials and a handle to clear re- 
sult dials. Result figures indicate whether 
machine was set 
tion. 


for addition or subtrae 
Checking dials can be disengaged 
if desired. A patented device prevents 
errors, stocked by Trans 
World International Service, 333 West 
52nd St., New York 19, N. Y., retail at 
For distributorships, write 
manufacturer direct. 


Machines are 


$39. sole 


ADDRESSING SYSTEM 
Sten-C-Labl, Inc., Dept. A, 287 N. 
Snelling Ave., St. Paul 4, Minn., offers 
a free brochure explaining ideas for re 
ducing the cost of addressing merchan 
dise shipments and speeding their hand- 
ling and preventing addressing errors. 
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PEIRCE 


PUTS YOU (0) YEARS AHEAD 


with remarkable 
MAGNETIC BELT 


dictation 













MOST IMPORTANT ADVANCE 
IN DICTATION 

IN 50 YEARS! 

Why buy yesterday's 
dictation equipment 
when you can have 
tomorrow's Peirce 
Magnetic Belt Dictation 
—perfect in design, with 
flawless performance, 
plus unequalled ease of 
operation . . . America’s 
new standard of 
dictation excellence! 





Modern! 
less magnetic belt file, mail or reuse without limit! 


No primitive stylus to cut or scratch the end- 


“a Low Cost! You get more dictation, most efficiently, 
perfect every time! Save time and money every time 
you use Peirce Magnetic Belt Dictation. 

For Every Dictation Need — Choose either the Com- 
bination Dictator-Transcriber or individual units for 
greatest convenience. 





DEALERS! 
VALUABLE, EXCLUSIVE 
FRANCHISES STILL AVAILABLE 
PEIRCE Magnetic Belt Dictation has won 
immediate acceptance by 
America’s largest 






Error Free operation allows the dictator to change his 











mind — lets the secretary type right through. The 








secret? — Exclusive Peirce automatic back spacing 










Simple controls conveniently placed in hand ‘‘mike”’ 






for easy, time-saving operation, for play back or 






instant correction! 


Please send me complete information on Peirce Mag- 


netic Belt Dictation, name of nearest dealer. 


id 144 3 mee 


| WELLES Rue 


5900 Northwest Highway 
Chicago 31, Mlinois, U.S.A. Company 








Title 


Address 


EXPORT SCHEEL-INTERNATIONAL INC., CHICAGO, USA. ’ 
UN ccctinedhinedslcliass | een ENT 


MASO’S NEW 
STEEL CHAIR SUITE 


Has all Those 

Sure-Fire Sales Features 

Your Customer Wants! 

% Looks » Comfort 
Efficiency *” Durability 


No. 1050 
Desk Side 
Arm Chair 


No. 1005 
Matching 
Secretarial 
Posture Chairs 


Matching Swivel 
Arm Chair For 
Executives 


Meets Every Demand! 


The streamlined beauty of the Swivel Arm 
Chair meets the most exacting demands of 
the working executive. Denotes the execn- 
tive status and blends in with any modern 
office setting. Adjustments of the chair to 
the individual are made quick and easy. 


Open arms and backrest assure cooler seat - 
ing comfort. Scientifically padded spring 
cushion seat assures less seating fatigue, 
day long working etficiency Wide choice of 
fabrics for seat and backrest Desk Side 
Arm Chair and Secretarial Posture Chair 
are perfect matches. All are top quality 
throughout built of top quality materials 


Write for Literature — Dealer Set-Up 


MASO STEEL PRODUCTS 


Dept. O, 53 W. Jackson Blvd, Chicago 4, Ill 


FORMS HOLDER 
Saunders Mfg. Co., P. O. Box 243, 
Winthrop, Me., makes Snapak Holders of 
light duraluminum throughout. These are 
lasting to eliminate 


long frequent re 


placements and protect forms in all 


held until 
completely filled out, then transferred to 


weather. Forms are securely 
the safe, accessible storage compartment, 
The Snapak Holder is 


features hinged, box 


economical and 
type construction, 
Forms printers can get full information 
and other holders from 


on this style 


above address. 


FOLLOW-UP FOLDER 


Sell Corp., 500 S. Clinton St., Chicago 
7, Ill., makes the Guide-Rite Plasti-Top 


Follow-Up file folder for use as a com- 


By 
“ WEW GUIDE- HITE PLAST! -TOP 
FOLLOW-UP FOLOER 


tickler. It 


records as a unit, saves time, filing space 


bination file and keeps all 
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Tailor Made. 


Like a couturier’s exclusive creation 
OLD TOWN Non-Curl CARBON PAPERS are BEST 
because they’re tailor-made to your requirements 


It costs no more to use OLD TOWN tailor-made 
carbons . . . to make your carbon copies ‘look 
their best.” There’s an OLD TOWN carbon—or 
we'll make one — to fit your particular require- 
ments — your touch, your choice of weight or 
finish, your typewriters and other office machines, 
your demand for 2 or 20 sharp, clean, clear copies 
every time. 


Next time you need to order more carbon paper, 
let an OLD TOWN specialist help you select the 
perfect carbons for your office and SEE the differ- 
ence! Check your classified directory or write 
today for the name of the OLD TOWN dealer 
nearest you. 


Old Town Tailor-Made CARBONS 


for Every Conceivable Use 


Dawn, Stratosphere, Sable, 
Eighty, Notack and others 


*Maurice Rentner 
Original 


coe rOoR ATION 





Only Victor Super-Quiet Custom Adding Machines give you 


oelect U-Matic lotaling 


ease of operation 


Another spectacular first from Victor... 
Select-O-Matic brings you new ease, new 
speed of operation. Now you can take both 
totals and sub-totals from the add-bar 
automatically .. . or use the regular dual 
total key ... or interchange both methods. 
This versatility, plus the Custom’s quiet 
operation, True-Touch keys, beauty of de- 
sign and durable construction makes it 


the selective choize in adding machines. 

Available in 10-key or full-keyboard 
models, Victor Super-Quiet Customs add, 
subtract, multiply, divide, even calculate. 
And, they automatically compute credit 
balance. See the new Victors, try them... 
with Victor’s 42 basic models you can 
make the perfect choice for your own, 
individual figure work. 


FREE TRIAL! Try a Victor in your own business. Call your Victor Branch or Dealer 
listed under “V” for Victor in the Adding Machine section of your phone book. 


VICTOR ADDING MACHINE CO., Chicago 18, Ill. + in Canado: McCaskey Systems, Ltd., Galt, Ontorie 


184 
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and eross-filing. A month and date sched- 
ule, printed in legible type, extends the 
full width of the folder (except the area 
for subject label). A sliding, colored 
plastic signal permits spotlighting the de 
sired date to flag attention at the proper 
follow-up time. Subject label, scale and 
signal are protected by the transparent 
plastie top which affords full visibility, 
easy resetting of signal, insertion and re 
moval of subject label. Folder stock is 
Selco’s golden 18 pt. Selkraft, scored for 
1” expansion. The Plasti-Top is firmly 
anchored for long, hard use. Subject 
labels slide in and out easily, are avail- 
able in white and 5 colors. Follow-up 
signals of sturdy plastie with die-cut eye 
to show date are furnished in green as 
an integral part of the folder. Write 
above address for free sample. 


PORTABLE TYPEWRITER 
Tippa Products Co., 984% Santa Monies 
Blvd., Beverly Hills, Calif., distributes 
Gossen Tippa Portable Typewriters, made 
in two models, The Tippa Traveler weighs 


less than 7 lbs. and is 11” x 11%” x 27%” 


high. It has full size platen, concave 
keys, automatic ribbon reverse, three 
line spacing, stencil-cutter setting, car 
riage and paper release, touch control 
and choice of pica or elite type. It will 
make at least six elear carbon copies, 
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TOP SHEET OR 
SECOND SHEET 
IS YOUR 
PRINTING PLATE 


Form is completed in 
one writing—and top 
sheet or second sheet 
is your printing plate 
for running off as many 
copies as you require 
on your offset dupli- 
cator or Ozalid ma- 
chine. 
Only Replimat One-Write System gives you 
these exclusive advantages 
1. Can be folded for mailing 
2. No slip sheeting necessary. Where master 
printing plate sheet is in second position, no 
slip sheeting is necessary since the carbon 
cannot affect or tone the Replimat plate. 
3. Resists fingerprints 
4. Eliminates etching 
5. 2-year shelf life guaranteed 
6. Replimat master can be used on offset dupli- 
cator or Ozalid machine 


We guarantee to reduce your costs 


The Replimat One-Write System is the ideal 
money-saver for food, grocery, liquor and package 
goods order forms; inventory, replacement and 
spare parts sheets; export-import forms etc. 

We also produce marginally punched continuous 
forms, teletype rolls and all business forms 

We will design an operating system to suit your 
need 


iii 


Nii 


s. 
CALL FOR REPRESENTATIVE TODAY! 


REPLICA CORPORATION 
Manufacturers of Offset Duplicating Supplies 
154 NASSAU STREET NEW YORK 38, N. Y 











_ Want a better | 


/ LETTERHEAD? 


Get your FREE copy of our useful new 
brochure “‘Letterhead Logic’’—just off the 
press. Then, turn to the check list used by 
experts to gauge letterhead efficiency. If it 
indicates room for improving your present 
letterhead, Hill’s 40 years of specialized 
experience... producing the finest business 
stationery for hundreds of famous firms 
. is at your disposal. 


Learn how HILL craftsmanship can create 
a letterhead you'll be proud of ... one that 
truly reflects the character, personality and 
prestige of your firm... scientifically de- 
signed to assure built-in sales appeal. . 
at prices much lower than you'd expect. 


, 


“Letterhead Logic,”’ containing impressive 
“big name” samples is free — without obli- 
gation — to users of 5,000 or more letter- 
heads a year. Simply jot down, on your 
present letterhead, the quantity your firm 
uses and mail to HILL now. Write: 


r.onHILLne. 


Fine Letterheads and Business Cards 


270 1.1 Lafayette St. e New York 12, N. Y. 











VARiIGRAPH 
LETTERING INSTRUMENT 


Now anyone can do perfect hand-lettering to fit 
any job. Yarigraph letters more than 500 sizes 
and shapes from each of 113 type style templets. 
Write today. No obligation. Dept. 199 


VARiGRAPH CO., INC. 722°". 


has silent and 
operated at 
leather brief 


ments for 


carriage return 
high speed. It 
which 


stationery, 


can be 
comes in a 


cause has compart 
The 
a rigid earry 
ing case. Illustrated literature from above 


address, 


papers, ete, 


Tippa Boy model comes in 


COFFEE DISPENSER 

Mills Powis Road, St. 
Ill., makes the Coffee Bar which 
the 
with «ream or sugar, with 
black. If installed free 
coffee is provided, the Coffee Bar has a 


Sert 


Charles, 


Corp., 


automatically dispenses coffee to 


user’s liking 


both, or where 


coinless, push button adjustment. Ma 





chine is serviced by a local operator who 
supplies the coffee, cream and sugar, and 
keeps machine clean. It can be adjusted 


to dispense coffee’ of desired 
strength. Its use eliminates the slop of 
making coffee in the office while keeping 
workers on the premises. Full 


tion from 


any 


informa 
above address. 


EXECUTIVE FURNITURE 


Herman Miller Furniture Co., Zeeland, 
Mich., offers an illustrated folder of ex 
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with FILMSORT! 


Easy to File. . . Microfilmed records are filed 
by frame or strip in the Filmsort Aperture 
or Jacket card. Correspondence, charts, en- 
gineering drawings, when microfilmed and 
Filmsorted, may be kept in a card file at 
your fingertips. 

Easy to Find . . . Filmsort may be combined 
with any filing system—electrical accounting 
machine, marginal punched, visible vertical 
index or simple alphabetical and numerical 
files. Microfilmed records are accessible in 
Filmsort cards. 

Easy to Use . . . A Filmsort viewer instantly 
restores documents to original size for quick 
reference in bright office light. There’s a 


Filmsort 


INC. 
PEARL RIVER > NEW YORK 
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Filmsort reader for every requirement—the 
portable desk-top Inspector, the Reviewer 
(combination viewer and enlarger) and the 
Surveyor, with huge 24 x 36” screen. 


The combination of Filmsort cards and 
viewers makes microfilm practical for high 
reference files. Let us tell you how Filmsort 
can work for you. 


For Complete Information 


FILMSORT: Dept. O 
Pearl River, New York 


[ 

I 

| Send me, without obligation, full informa- 
1 tion on how Filmsort can help me solve 
| my filing problems: 
| 
| 
! 
l 


Name 


Address 


City State 


TERETE, ERTS OE AONE os 


187 





ecutive furniture. A chart shows the residue and is long-lasting. Its acetate 
great variety of arrangements possible film backing ean be written on with 
vith the basie units, pencil or ink. Tape 810 is being made 


Ina 4” width on 1,296” rolls. 
MENDING TAPE 


Minnesota Mining & Mfg. Co., St. Paul STEEL SHELVING 

6, Minn., makes Scotch 810 Permanent ican Sal ra 2] 
Mending Tape for papers. Once applied ck e.g riagews ss i+ 
Bike Ae oe PE Brooklyn 31, N. Y 


Coffey St., 
., Offers steel shelving 


te, 

is shrink- 

clear, won’t ooze packed in cartons which are 
the edges or leave gummy _ stock, sell and handle. 


the tape is almost invisible, 
proof, stays crystal easy to 
adhesive at 


One complete 


W / Cleanest keys ever! 
N E . BUD 


eo PEWRITER TYPE CLEANER 
aa NOT LIQUID-PLASTIC! 
ing 














® TYPE CLEANER 


Stationers write: 


188 THE Orrice—May, 1954 





THE RIGHT COMBINATION 
OF METHOD AND EQUIPMENT 
TO REDUCE YOUR COSTS IN 

ANY PAPER HANDLING ROUTINE 





Equipment adapted to large or small operations. 
Up to 50% savings made in operation costs. 


Write for details 


SORTERGRAF COMPANY 


4044 W. Jefferson Avenue Detroit 9, Michigan 
THIRTY YEARS OF SPECIALIZATION 
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SPECIAL SHOW !!! 
ACCOUNTANT CLASS 
CASH REGISTERS 


BELMONT PLAZA HOTEL, NEW YORK 


AE SPI Y PRP BEY LE 





DETAIL STRIP * TICKET * PRINTED TOTALS 
CASH DRAWER TOTAL « BANK SLIP 
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MAKE A DATE 


MAY 6-14 


BELMONT PLAZA HOTEL 
aa LEXINGTON AVENUE & 49th STREET 
NEW YORK 





UNIVERSAL 


invites you to a special display. 


> NEW MODELS 


OPENING AN ENTIRELY NEW MARKET 
FOR THE "LIVE DEALER." 





DEALERSHIPS INVITED THROUGHOUT 
ALL STATES. 





LIBERAL TERMS AVAILABLE TO APPROVED DEALERS 





DO NOT MISS THIS OPPORTUNITY 





UNIVERSAL CASH REGISTERS 
95-99 MANSFIELD ROAD, NOTTINGHAM, ENGLAND 
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TAG ADDRESSING / 


LABEL ADDRESSING 
PRINTS POSTCARDS 


PACKAGE MARKING 
with “‘Form-Cut’’ Stencil 


All this and more with the ORIGINAL 


Hand Stamp Stencil Duplicator. At Of- 
fice or Shipping Room Supply Dealers. 


MULTISTAMD 








STENCIL DUPLICATOR Jf &) 


NORFOLK, VIRGINIA 











MANUFACTURED ONLY BY THE MULTISTAMP CO. 


“SLIP-ON” LABEL HOLDER 











$O-! For I"' Ring Books, 25c ea. 
$O-2 For 2" Ring Books, 35c ea 
$O-1'/2 For 1'/2"* Ring Books, 30c ea 


OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 





unit includes shelves, uprights, assembly 
hardware and instruction sheets, packed 
K.D. in a shipping carton 12” x 60” x 
Made of heavy gauge furniture steel 
finished in baked-on hammered green, 
gray or white enamel; with shelves either 


on 


30” or 20” wide and lengths of 30”, 39”, 
48” and 57”: 4,5, 6 or 7 shelves in a ear 
ton unit. Write above address for illus- 


trated catalog and prices. 


EXECUTIVE CHAIR 


Wells Chair Corp., Michigan City, Ind., 
makes the No. 274 
Chair in their Aristocrat line. It is com- 


Junior Executive 


eorrect 
Has extra thick 


pletely adjustable for posture 
and maximum comfort. 


foam rubber seat, arms and back uphol 


~? 


stered in choice ot Elastic Naugahvde, 


Newport or Gros Point fabrics; deep buff 


or top grain leather. Rugged all-welded 


frame and cast aluminum, satin finished 
base with hooded ball bearing casters. 


Catalog of complete line from above 


address. 
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OBSOLETES THEM ALL! 


e= “QINO CYLINDERS TO SHAVE OR BREAK 
/@ — 5 NO TANGLING WIRE TO BREAK 
>O NO “ONE-USE” BELTS TO WASTE 
= NO COSTLY TAPE TO REWIND OR SNAP 
1 NO EXPENSIVE DISCS TO BUY 


YOU HEAR YOUR REAL VOICE 


Here at last, is the office dictation and transcription 
machine that is years ahead of them ail. Dupli-Voice 
gives you clear, bell-like b.i-fidelity reproduction of 
your voice-—without distortion or garble. This is due 
to the new Dupli-Voice magnetic recording head 
previously used only in the finest of recording equip- 
ment. Now you'll hear yourself as you actually sound, 
and so will your secretary — Dupli-Voice screens out 
wave lengths except that of the human voice to give 
you noise-proof dictation. There is no interference 
of other office sounds that “leak’’ into ordinary 
dictation machines. 


YOU GET ERRORLESS DICTATION 


Now with Dupli-Voice you are the perfect ‘‘Boss’’ 
your dictation flows like a fireside chat. Without LOW COST 

error, or pause, or mistakes corrected too late. This Nothing complicated! Simple cor 
miracle comes from the amazing Erase-O-Matic belt = Cole. .. onsy a5 Gale en your radio 


, . . You ard your secretary will be 
that can be used 1,000 times and over again. You experts ina few minutes. Test now 
“ ” ° ° *o4: | in your office or home. Ask t 

erase” your errors magnetically without lifting a see this newest marvel in electronic 
j j j j ~ engineering. Models available ir 
finger—simply by playing your dictation back to = ‘ee onsiee 
where you make the error—then just dictating the : portabte sive. The cnet is omer 
- . . " ingly low-Dupli-Vorce gives you 
correct words—yes, your new dictation erases the many more features. much more 
old and retains the new. There is no more need to quality. Guaranteed for one year 
punch cards, mark papers, scratch records, or re- 
mind your secretary (usually too late) that you DUPLI-VOICE CO., INC, ALBONQUIN, (LL 


wish to have a correction made. FREE TRIAL OFFER! 1 would like very much to test and 
compare your new Dupli-Voice Hi-Fi Mognetic dictation and 
transcription machine, without cost or obligation of course 





EASY TO OPERATE 


FREE BOOKLET |) Pleose send me your free booklet “When 
Quality Dictotes” thet gives me all the facts about amazing 
new Dupli-Voice 


MY NAME 
COMPANY 
ALGON: ‘Va Qile 


IN NEW YORK. 95 MADISON AVE ADDRESS 
WN LOS ANGELES: 7120 MELROSE AVE 
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=Grapl a-moric. 


A NECESSITY IN MODERN BUSINESS — 





Here’s Another 
Way To Save Money! 


Wherever stapling is done in 

your office ...or plant... 

STAPL-A-MATIC will do it faster, 

better, more economically! The Automatic Electric Stapler 
STAPL-A-MATIC — stapling is 
effortiess .. . uniform .. . quiet 
.--fool-proof! No more lost hours 
“banging away” at old fashioned 
staplers. 


It’s Portable — plugs in any- 
where. 


Instantaneous ...no set speed 
or timing cycle. 


Pays for itself in no time — 
cuts costs up to 70% or more. 





THE =9/aplex co. 


775 Fifth Avenue © Brooklyn 32, N. Y. 


Just Insert the Work 
Write for literature Two Hands do Much More 


| 
THE STAPLEX CO., 775 Fifth Ave., Brooklyn 32, N. Y. 


Gentlemen: 





[] Please send me more information about your 
STAPL-A-MATIC, 


{] Please arrange for a no-obligation demonstration. 


COMPANY . 
ADDRESS .... t eptecnde ° orceetl 


... Standard Size Staples 


Reloads in Seconds 
No Parts to Remove 
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Your Offset Duplicator’s Idle Time,’’ 
which shows how an offset duplicator, 
operating with Colitho Direct Image 
Paper Plates and Offset Duplicating 
Systems Supplies, can become a more 
valuable business machine than just 
duplieator. It tells how to put idle 
duplicator time to profitable use and re 
duce paperwork costs, eliminate tran 
scription errors and cut production costs. 
Write for a free copy of the booklet. 
INDEX GUIDE DISPLAY 
Charles C, Smith, Ine., Exeter, Neb., 
manufacturers of steel signals, guides, 
adjustable tags, gummed tabs, ete., an 


OFFSET DUPLICATING DATA 

Colitho Div., Columbia Ribbon & Car 
hon Mfg. Co., 605 Herb Hill Road, Glen 
Cove, N. Y., offers a free, 8%” x If’, 
I2-page brochure titled, ‘‘Cash In On 


COMPARE resulta PRICES 


with any first quality ten key 


ADDING - FIGURING MACHINE 


3 Most Popular Models 
89SE-8 list., 9 tot., subt. 
$295.50 


89CE-8 list., 9 tot., sub., cr. bal. 
$319.75 


1011CE-10 list., 11 tot., sub., cr. bal. 
$359.50 
Above prices include Federal Excise Taxes 


THEN compare OTA's 


features. discounts, exclusive territories, the long range program (full information sent 
on request) and you'll take a franchise! Write H. L. Barnhardt, Gen. Mgr., or phone 3-6464 


BUSINESS MACHINES DIVISION 


of Oerlikon Tool & Arms Corporation of America 


ASHEVILLE, N. C. 
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nounces a distinctive display cabinet for 


dealers. It is available to dealers who 
order a consistent stock of Smith items, 
is handsomely designed and finished in 
a light natural finish to harmonize with 
Made in two 
131%” high, 12” 


to 14” deep to display a complete line of 


modern store interiors. 


sizes, one is 21” wide, 
Smith products attached to cards giving 
full deseription and retail The 
1214” high 


deep to display the impor- 


prices, 
smaller cabinet is 
and 4” to 7” 
tunt items in the line, Space is provided 


wide, 16” 


in the rear of the cabinet for stock. 


TIME CLOCK 


Cincinnati Time Reeorder Co., 1735 
Central Ave., Cincinnati 14, Ohio, makes 
fully attend- 


recorder self-regu- 


the Paymaster automatic 


ance time which is 


fated every 24 hours and adaptable to 
tabulating card. 


any pavroll time or 


Eleetromechanical design accommodates 
any complicated signal and work shift 


schedules automatically, completely elim- 


OFFICE MANAGERS! | 


inating all manual Attrac 
tively styled, the shallow case measures 
1414” high by 1414” wide and only 914” 


operations. 


deep. Finished in two-tone gray with a 
7” time indicating dial, the Paymaster 


is adaptable to wall, table or shelf 


AMERICA’S LARGEST 
STOCK OF PHOTO COPY 





- Eliminate hours of costly 
hand typing. 


. Eliminate proof reading. 


. Completely eliminate er- 
rors. 


- Eliminate sending out for 
photo copies. 


Get DRY photo copies in 
your own office auto- 
matically in seconds 





PAPERS, CHEMICALS 
AND SUPPLIES! 


If you own a photo copy machine, 
it’s wise to contact us for all your 
supplies, We have ever type of 
imaginable: dry 


photo copy paper 


process, wet process, single weight, 





double weight, tissue, translucent, 





drying. Simple to operate. 60 to 90 copies per 


at $105.00 for hand operated model requiring printer. 


15 SUMMIT AVE., 


FOR DEMONSTRATION TELEPHONE 
New York City: WHitehall 3-6739 





witH EXACT-PHOTE-COPY 


All electric . . . All-in-one unit 
NO darkroom, NO chemical fumes, NO washing, NO fixing, NO Wet 
- our of anything 
typed, written, printed, drawn. Size 12” wide by any length, |-side 
or 2-sides in any color! 110V AC. Grey vinyl exterior. Prices start we have it! At competitive prices 


Made in U.S.A... Fully Guaranteed. Write for free catalog today. 


GENERAL PHOTO PRODUCTS CO., Inc. 


Manufacturers of dry and wet process photo copy equipment. 


CHATHAM, NEW JERSEY 


New Jersey: CHatham 4-5012 


air mail 


duplex, card 


rolls, 


surplus, 
stock, in all cut sizes, in 


all speeds. 


process and dry process 


chemicals, tanks you name it, 
. immediate delivery . . . com 
W rite 
General Photo Products Co., Inc., 
Chatham, N. J., for free price list. 
Please There are a few 
choice territories available to live- 
wire dealers or salesmen. 


plete satisfaction guaranteed. 


note: 
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Daily Reports, 
Sales Slips, 
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Visit Our 
“SYSTEMS WORKSHOP” 
to test run your new systems ideas. 

The Peg Board Form is simple. 

It is punched to permit a number of 
forms to be assembled in overlapped formation, exposing a single like column of each 
form for easy cross addition. Figures taken from original source yields final totals. 
Eliminates copying of figures and errors in re-writing. 


ACCURATE, ECONOMICAL AND FLEXIBLE 


Let us review the possible application of Peg Forms for your business, without any 
obligation. 


eT ee ri: ies: Raed tee 
ACCOUNTING MACHINES 
DUPLICATING MACHINES 
INTERLEAVED CARBON FORMS 
PEGBOARD, GENERAL 
BUSINESS FORMS 


Mail Your 
Forms 

to us for our 
quotation. 


Immediate 
delivery. 


To appreciate the many advantages 
and applications of Peg Board 
Methods, only an actual demonstra- 


20 YEARS of system printing 


ercury Printing Company 
200 HUDSON ST., NEW YORK 13, N. Y. 
WaAlker 5-5604 


— ts Represented Only in Conn., New Jersey, New York 
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Be ee cee cee ee ee ee ee ee 


[es the new Morris miracle SAFE- 
T-SET with the exclusive safety 
feature. Tip it... tilt it...turn it 
upside down. Won't spill. Won't 


leak. It’s Puddle-Proof!The Morris 
SAFE-T-SET belongs on every 
office desk. Saves soiled clothing, 
spoiled tempers. Handsome modern 
design in your color and the pen 
with a point in your favor, a Morris 
hard-tip point. Will hold full two- 
ounce ink supply and built with 
office rough treatment in mind. The 
new Morris puddle-proof SAFE-T- 
SET is manufactured by the fore- 
most name in the field of matched 
desk top equipment. Your stationer 
can supply you. See him today. 


The leading makers of desk top equipment. 


BERT M. \/jorRis Co. 


8651 W. THIRD ST., LOS ANGELES 48, CALIF. 
in New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd. 
Montreal, Quebec 





mounting. Individual 110 volt AC com- 
merelal current operation or master clock 


controlled. 


TYPE CLEANER 
Clar-O-Type Co., 261 Broadway, New 
Yorn 7,:N. X., 


aging of Clar-O-Type typewriter type 


has modernized its pack 


cleaner. The new dress retains the fa 


miliar orange-and-blue color combination 
and emphasizes the quality of the con 
tents which is safe and effective in use 


and retails at 60¢, 


FELT PEN TIPS 
Cushman & Denison Mfg. Co., 153 
West 23rd St.. New York fz. N, , Se Hhow 
packages Flo Master felt pen tips in 


clear plastic tubes. This facilitates dis 
pensing the tips and lessens the possi 
bilitv of humidity spoiling the felt. 


Twelve tips are packed in a tube and 
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SAVE up to 55% 
on Active Record Costs 
with ROL-DEX* by Watson! 


established 1887 


Production per worker increases 25% to 55% with ROL-DEX by 
Watson. At finger-tip touch, records ro!l to the seated operator. 
Reduces fatigue . . . lessens chance of error. ROL-DEX is built to fit 
your needs . . . large or small. This modern machine filing 

method pays for itself in direct savings to you. Investigate 
ROL-DEX now! 


See *Pat. and Pats. Pending 


ROL-DEX — 
WATSON MANUFACTURING C 


Rol-Dex Division, Dept. O-12 
at the Jamestown, New York 


NOMA Please send me information about ROL-DEX record units. 
International Company 


PS | Re ee eee ee 


Conference Name . 
St. Louis wee 
May 24-27 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 
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Tired yet proud... 


My number is L-1514C.* I was one of the first members of a new family to go out into 
the business world. In shape and size I was a twin to millions of my predecessors but there 
the similarity ended. I was given a new finish called . . . leather-like. 


MUCH was expected of me. Not only did I have to present a better appearance than 
my predecessors but of more importance I had to wear much longer—repel ink, perspiration, 
moisture, grease, oil, dirt and finger marks. In warm and humid climates I was forbidden 
to run off on clothin 


During the years of 1952, 1953 and the early part of 1954, | was in constant use during 
office hours. I was in and out of the files, on desks, under the arm, and occasionally in transit. 
I was handled by secretaries, salesmen and the boss. I contained correspondence, specifica- 
tions, contracts (worth millions of dollars), instructional manuals and on one occasion ona 
rainy night in 1953 a secretary used me as a carrying case for some personal purchases. 
I worked hard at a cost of less than 15c¢ per year. 


I have recently been called back to Smead’s laboratory to have my record of accomplish- 
ment checked. I was told that I passed with all my color. 


lam TIRED yet PROUD. 
Write us on your business 
stationery for a sample. Smead 
Manufacturing Co., Inc., Hastings, 
Minnesota; Logan, Ohio. 


above file 
usage may be 
Smead office. 
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a dozen tubes to a box. 


15¢e each, 2 for 25¢, 


Tips retail at 
one dozen for $1.50. 


ADDRESSING MACHINE 


International Business Machines Corp., 
Dept. OF-1, 590 Madison Ave., New York 
22, N. Y., makes an attachment for the 
type 407 punched card accounting ma- 
chine with which 9000 three-line labels 
an hour can be printed. The device 
ploys a system by which paper tape is 
fed from one reel to another through the 


printing mechanism of the machine. Tape 
is fed obliquely to permit simultaneous 
printing of the 4th, 3rd, 2nd and Ist lines 
of four different labels. One reel, 11” in 
diameter, holds sufficient tape for print- 
ing than 10,000 labels. During 
printing tape is also punched with the 
holes feeding it 
mercially mailing 
This high-speed method of writing labels 
is especially advantageous to 
card having volume mailings of 
newspapers, magazines, direct mail, house 


more 
required for into com- 
available machines, 
punched 


users 





EVERY BUSINESS HAS 
BEEN WAITING FOR THE... 


parker 
sliding 
door 
cabinet 


—— 
r 





TWO SIZES AVAILABLE 
@ 72" x 36" x 18” 
@ 42" x 36" x 18" 


ORDER YOUR SUPPLY OF 
STEEL SLIDING 


DOOR CABINETS, NOW! 


... we'll ship immediately 
A NEW STEEL SLIDING 
DOOR CABINET — It’s a 
must for business concerns. 
Saves, valuable space—only 
ene of its kind. Sell its 
many fine points you'll 
profit.! Sliding doors glide 
on ball bearings. Electric- 
ally welded. Four shelves 
adjustable every two 
inches. Available with lock 
optional to assure privacy. 
Available in baked enamel 
finish: Green, Gray, Grained 
Walnut and Mahogany. 


SEE OUR DISPLAY 
NOFA CONVENTION 
BOOTH 159 


parker 


STEEL PRODUCTS, INC. 
60 Columbia St., Brooklyn 1, N. Y. 


eee 








- FEDERAL - FEDERAL - FEDERAL 


OS 


FEDERAL - FEDERAL - FEDERAL - 


n 
m 
o 
m 
z 
be 
r 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 
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THE WORLD’S 
STURDIEST 
OFFICE 
MACHINE 
STANDS 


From $3450 
7 $6600 


FEATURES: 


@ 3° diameter casters 
prevent tip overs 


@ Drop leaf interchangeable 


/ 
@ Solid steel frame 
construction 


@ Simple elevating device 
@ Plenty of leg room 


@ 5-ply drop leaf 






ADJUSTABLE 
BALL FOOT 


Permits adjust- 
ment to very 
i uneven floors. 
GENERAL SPECIFICATIONS se Always rigid. 
Frame 24!/," wide, I7!/," deep. 
Simple, positive elevating action. 


Constructed of |" steel tubing. 25!/," Write “Joday for V/LT 


between casters. Top 18" x 18", 
drop leaf 16" x 18". 3" diameter 
casters. 2 rubber feet, 2 ball feet. Folder and Dealer -P lan 






1940 Stanley Avenue Detroit 8, Michigan 











organs and annual reports. The use of 
punched cards for this purpose reduces 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 


were FOR 


32 t MewnLIAMS ST 


MANUFACTURERS OF DURALUMINUM 


wet gs HOLDERS ot 
STYLES ee 
uT 





necessary filing space and makes possible MFG CO INC 
. . ; 2 ‘ V| 

easy selection of address classifications a 9 . 

for which labels must be prepared. P. O. BOX 243 


WINTHROP, MAINE 
LITERATURE RACK 


Arlington Aluminum Co., Commercial 


Dept., Detroit 23, Mich., makes a dis- ——== PROFITABLE 
FRANCHISES AVAILABLE 


Own your own business. Operate a 
temporary help service with our help. 
We operate coast to coast—29 offices. 
Modest funds required for operating 
capital. Franchises available in cities 
under 300,000 population. Be a part of 
nation’s largest temporary help service. 
Step into a profitable business of your 
own by writing: 
MISS WARREN 
330 W. Kilbourn Ave., Milwaukee 3, Wis. 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
LTT Sealers 171 | || 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 




















ADDING MACHINE PARTS EXCLUSIVELY 
play rack for various size literature P.O. a os ae 
which will hold even thin folders. It ni aay a 
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oO , = 
“The- Only, Fibre Board’. 


sJolololojol 


“TRANSFER FILE 


—+—— 


othat Bu Ids: its |Own Steel, | 


Vir 


Framework LAs You| Stack’ “i 


j mets 


id 
if 





ore them to the ceiling, load 
them to capacity-—each drawer 
will work perfectly. No sticking, 
no bulging. Space-saving STAX 
ON STEEL units are the only 


fibre board drawer files engi- 
neered so the steel framework 
carries the entire weight load at 


four equal points, in rear as well 
as front. 


© INTERLGOCKS FOR STURDINESS .. 
bottom to top and side to side . .. forms frame- 
work as rigid and sturdy os steel shelving. 


¢ WON'T SAG—DRAWERS OPEN EASILY. 
Tests prove perfect operation under 1250- 
pounds pressure. 

© EXCLUSIVE 4-POINT SUPPORT— in the 
reor as well as front guarantees performance. 

.© FRONT OFFICE APPEARANCE of fade- 
proof Bankers’ Gray finish enhanced by 
luster-steel parts. 


© METAL DRAWER PULLS are securely 
fastened to Masonite Core drawer fronts 
(atso used in back). 


© AVAILABLE IN FOUR SIZES... Letter, 
Legal, Tob Card and Check. 


SOLD ONLY ON A MONEY BACK GUARANTEE 


SEND FOR COMPLETE INFORMATION, 


a 
a oe 


ACCESSORIES 
ADD CONVENIENCE 


COUNTER TOP 
Makes useful counter. Metal top 
slips into sideplates, fits snugly 
Size to fit all four STAX ON STEEL. 


FOLLOWER BLOCK 


Holds records erect until drawer 
is filled. All metal, fits letter or 
legal size files. 

\ wide variety of forms can now be accom- 
modated by the four STAX ON STEEL stock 
sizes and converter units . . . vouchers, 
documents and ledger cards for example. 
Also the double capacity TAB CARD drawer 
will hold over 4400 cards. With partitions 
removed, drawer is ideal for artwork, blue- 
prints, ete... . measures 15!4 x 24x 414 
inches. STAX ON STEEL units are designed 
to handle the weight load involved in mul- 
tiple filing now possible with convenient 
converters. 


PRICES AND LITERATURE. 


BANKERS BOX CO. «+ 720 S. DEARBORN ST. « CHICAGO 5, ILLINOIS 








is 58” high and dimensions inside the triangles, straight-edge, scales and pro- 
satin polished aluminum frame are 2714” tractor in one unit without adjustments 
x 39° with %” adjustable aluminum or additional parts. It weighs less than 
shelves. The steel base and the 1” t ozs. and is easily carried in the pocket 
perforated hardboard back are painted or brief case. Paraline may be used on 
aluminum gray. any flat surface. Angles, parallels, cross 
hatching and various operations are 

DRAWING TOOL quickly executed without raising it from 

Pickett & Eckel, Inc., 5 S. Wabash the paper. The Professional Model Para- 
Ave., Chicago 3, Ill., makes the Paraline line is 12%)” x 3%4” and available with 
either architect’s or engineer’s scale at 

$5.50. The Standard Model Paraline is 

1014” x 3%” and available in architect’s 


scale only at $3.95. 





MACHINE-DEALER’S PROMOTION 

Ames Supply Co., 564 W. Randolph St., 
Chicago 6, Ill, offers office machine deal 
ers a promotional stuffer for 6% envel 
opes, which advertises the dealer’s own 
service and ties in with other advertising 
and merchandising aids available ‘o 
dealers from Ames. The enclosures have 
space for dealer’s imprint and are offered 
at cost of the printing: $1.50 per 1,000. 


SPEED UP 
HANDLING ae 


If you are using old fashioned addressing methods, or employing an ex- 
pensive mailing service, then you need a Master Addresser. You can cut 
costs—address up to 1500 pieces per hour for as low as |/70th of one cent 
each! 


Popular Model 40 Addressing is done by transferring hecto carbon impressions from paper 

Only $52.17 including —— tape to the mailing piece with spirit solution. It's fast, it's clean, 

wiht apse ” t's easy to use, and so low in cost. Three models available priced from 
supplies for 500-name list. $30. 97 including ‘supplies for 500-name list. 


Write today for information or see your office supply dealer. 
MASTER ADDRESSER COMPANY hinncepetic 10) Minnesota 
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Premium rubber tile, permanently 
bonded to a resilient sponge base. 
FOOT COMFORT Runners and Mats 
reduce fatigue by providing restful 
support to all who work standing. 
They pay for themselves in increased 
worker efficiency. Used at counters, 
machines, in corridors, etc. For Of- 
fices, Banks, Plants and Homes. 
Beveled edges; 8 marbelized colors. 


MATS: 18” x 30” 18” x 48” 24” x 36” 
36” x 64”. RUNNERS: to 36” width, any 
length. 

See your local office supply dealer or write 
FLOORING DIV., Dept. C-5 for prices, 
literature. 


THE HYGIENIC DENTAL MFG. CO. 


AKRON 8&8, OHIO, U.S.A. 


FILE FOLDER LABELS 
Avery Adhesive Label Mon- 


rovia, Calif., makes pressure-sensitive 
Kum-Kleen file folder labels which re- 
quire no moistening and eliminate the 
operation of pre-folding and bending the 
label over the file tab. A smaller label, 
approximately 5%” 


Corp., 


x 314%”, can be used 
beeause it sticks firmly to the front of 
the folder tab and will not dry out. 
Their high tack eliminates the need for 
bending or folding over the top of the 
file folders and Avery Kum-Kleen file 
folder labels will not pop, curl or peel 


off the folders. Manufactured in sheet 
form for easy marking or typing and 
available in a variety of colors with a 
single color band across the top for 
quick visual identification. As they stick 
to any clean, smooth surface on eontact, 
Avery Labels are quickly applied by 
rolling away the backing sheet and Jay- 
ing the label on the folder or on any 
other surface to be labeled. There is no 
licking or messy glue, no sticky fingers 
and the white stock provides a neater, 
easier-to-read label which can be more 
easily removed so that folders ean be 
re-used several times. Further informa- 
tion and free samples from above ad- 
dress. 
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NEW! 
SOLD ONLY 
THROUGH 
DEALERS! 


FIRE PROTECTION WITH A “NEW LOOK”! 


The new VICTOR “600” safe outmodes 
previous concepts of safe manufacturing. It 
combines the finest in one hour certified fire 
protection with modern streamlined styling. 

It also introduces an innovation in safe 
design...there are no hinges outwardly 
visible! 

Four way certification too! The Victor 
“600” carries the Underwriters’ Class C one 
hour label, *T20 certification and **Re- 
locking Device label plus the S.M.N.A. one 
hour label and the Victor certification. 

Available in four sizes. Write for infor- 
mation on how you can profit from selling 
the Victor line of safes. 


* Allows 20% discount on Burglary Insurance rates. 


** Allows extra 109% discount on Burglary Insurance rates. 


Note these features of the VICTOR “600”: 


1. New rounded edges and corners 

2. New swivel front casters 

3. New concealed casters 

4. New combination handle, dial, lock 

5. New manipulation resistant 4 tumbler 
lock 

6. New lock-handle position above center 
is easier to read and reach 

7. Drill proof plate around lock 

8. Separate relocking device outside lock 

9. Offset spindle protecting against driving 
of lock handle 


10. Permanent dry insulation 


VICTOR SAFE & EQUIPMENT PRODUCTS 
315 Fourth Avenue Memington. P@and. New York 10, New York 
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TRADEMARK REGISTERED 


ac-a-desk 


The Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster 


Typewriters were built to operate on a solid, 
firm base; any wobble or springiness upsets 
its precise mechanism. Many typewriter 
platforms are worn and wobbly causing skip- 
ping, piling, poor touch and action . . . in 
many instances, immediately corrected by 
JAC-A-DESK. JAC-A-DESK expands from 
floor to platform, automatically wedge-lock- 
ing into a support as firm and solid as the 
floor itself. Typists love JAC-A-DESK because 
it makes typing less tiring, neater, easier 
office managers praise its «<> 
economical efficiency. gh 


JAC-A-DESK 


expands from 
16” to 30” 
—h. ig & 
enough to 
support stan- 
dard height 
desk leaves. 


Up in a jiffy 
—locks auto- 
matically. 
Non - snag, 
satin-like fin- 
ish. No pro- 
truding locks 
or handles. 


‘495 


COMPLETE 


Sure grip 
rubber ends. 
Easy to store. 








eA 
GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 


Distributed by all Ames Supply and Shipman-Ward 
Branches. IN CANADA: Underwood Ltd., 135 Victoria 
St., Toronto and United Stationery Company Ltd., 
Toronto. 
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CARBON BONUS OFFER 
Curtis-Young Corp., 110 West 18th St., 
New York 11, N. Y., offers dealers a 
12” Curtis-Young Copy-Right Copyholder 
retail $33, free as a 


with 100 


with a value of 


bonus purchases of boxes of 


MEE ag 
Jetleaf Non-Curl Carbon Paper at the 
regular wholesale price within 90 days. 
The 100 boxes need not be purehased all 
the may be 
any 


at once and carbon paper 


ordered in assortment of weights 


and finishes. 


CLEANS ... Typewriters, 
Billing Machines, Addressing 
Machi Add ; 9 Plates, 
Marking Devices and many 
others... 
« Easy to Use « No Mess 
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ACOUSTICAL MATERIALS 

Acoustical Materials Assn., 57 East 
55th St., New York 22, N. Y., has pub- 
lished a booklet of technical data on 
acoustical materials which lists manu- 
facturers, and products by general ap- 
pearance and composition. There is also 
flame-resistance test data. Booklet is 50¢ 
from above address. 


TALLY COUNTERS 
Multi-Counter Mfg. Co., 401 Broadway, 


Multi 
with 


New York 13, N. Y., makes 
Counter tallying units in 
from a single counting unit up to as 
many as 120 or more units. A counting 
unit registers from 1 to 999 with each 
touch of the key and units are available 
to count up to Changeable index- 
ing strip fits into a metal holder be 
hind each key. An entire group of 
counters can be reset to zero by turn 
ing the clearing knob. Twelve counters 
have a finger only 10”. A 


models 


span of 


Opening move! 


CEE 


important . . 


In chess, it’s OK to be slow. In your office, speed is 
. especially at the start of the day. 


The day’s work can’t really get going until the morning 
mail is opened and distributed. If opened by the slow, 
hand-slitting method, precious minutes are lost. Jsut with 
this electric MailOpener, one girl can open up a whole 
morning’s mail in a jiffy . . . contents undamaged . . . 
orders ready to be processed, leads for the salesmen, 


checks, bills, inquiries in the right hands, in practically 
no time. Don’t you need one? 4 
There’s a PB MailOpener, hand or electric, forany 
business. Call your nearest Pitney-Bowes office for a v 
demonstration. Or write for the free illustrated booklet. 


PITNEY-BOWES, INC., 3452 Pacific St., Stamford, Conn. 
Originators of the postage meter. 93 offices in U.S. & Canada. 


FREE: Handy chart of Postal Rates 
with parcel post map and zone finder, 


PITNEY-BOWES 


MAILO)PENER 
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AND NOW! 


CONTINUOUS & TABULATING FORMS 
by NATIONAL LITHO 


reatysels ——_ 


"Tops in A, in Litho 
Single-sets” Continuous Forms" 


NATIONAL LITHO—An outstanding producer of single-set carbon forms for over 
15 years, is pleased to announce the addition of continuous sets tc its wide 
range of forms. See them on display at the NOMA & MMA Shows or write for 
details & layout kit. Some choice territories are still open. 


NATIONAL = cial Forms COMPANY 


"18423 EUCLID AVENUE CLEVELAND 12, OHIO 





THE MODERN SPEEDIER WAY 


to HANDLE PAPERS 


Ideal for...SORTING * COLLATING « FILING 
aes. COUNTING PAPERS OF ALL KINDS 


FOUR MONTH'S When applied between fingers and thumb, this new pleasant 
SUPPLY fingertip preparation creates a greaseless, stainless tacky film 
permitting handling more papers in less time. Girls 
SKS eee ee are glad to throw away their rubber fingers and 
LEE PRODUCTS Co. | unsanitary sponges . . . they appreciate Sortkwik’s 
2736-38 Lyndale Ave. So. clean, dainty convenience. Easy to apply . . . washes 
Minneapolis 8, Minn. | off quickly. Now widely used in a variety of businesses 
| Please ship dozen SORTKWIK throughout the country, Sortkwik is setting a new 
at $6.00 Dozen. standard for efficient, speedy paper handling. Order 
Please send me two regular size con- your supply TODAY! Ask your local stationer or 

tainers of SORTKWIK to try out. use coupon below to order samples or full supply. 

I am enclosing $1.00. 


| 
I 
| 
| ae LEE PRODUCTS CO, 


| By 2736-38 Lyndale Ave. So., Minneapolis 8, Minn. 


i 
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totalizing unit ean be furnished which 
gives running total of all units. Numeral 
wheels have large, clearly visible figures 
and the 


. 
counters’ rugged construction The office 








assures years of service. They ean be 
used anywhere to eliminate handwritten 
tabulations. A payroll model tabulates 
the denominations of bills and = coins. 
Illustrated literature from above address. 

















LARGE BOOK HOLDER es 
Bookmate Co., First National Bank US 
Building, Miami, Okla., makes the Book 
mate which holds large books open for | Ask any Queen of the Keyboard—she’ll 
copying. The Bookmate tell you that in typewriter ribbons as in 


fashion—nothing takes the place of 
Nylon. 


is light and 


} 


CR 


i 


+ 
4 8 
ey 
ba 





N 
: 


i 


ae 


xs 
Ut 
= 


Empress Nylon Typewriter Ribbons, 
made with a superior formula, gives 
better ink dispersion and retention— 
produces prestige in company corre- 
spondence. Lasts longer—hence is more 


economical. Try Empress Nylon. Ask 
your Dealer or write to us. 


eH 


| PEERLESS IMPERIAL CO., Inc. 
strong, and can be folded up when not 


General Office and Factory 
in use. Available on 10-day free trial, 
$8.75 postpaid. Line 


ean: meen. fi 
indicator, $1.75 ey Orvice 


28 Peerless Place, Newark 5, New Jersey 
extra. 


13, 10 Franklin St. © Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 
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IASA Annual Conference 


The 32nd Anuual Conference and Busi- 
ness Show of Insurance Accounting & 
Statistical Assn. will be held May 3-5 
in Dallas at the Adolphus and Baker 
Hotels. It is expected that over 1,000 
will attend as representatives of the 603 
insurance company members of the asso- 
ciation. The keynote address will be by 
Dr. W. H. ‘‘Bill’’ Alexander. 
will be devoted to a variety of individual 


Sessions 


panels, workshops and studyshops cover- 
life, fire, 
insurance 


ing subjects of interest to 
casualty, and 


panies, 


accident com 


NABAC’s 5000th Bank Member 


The 5,000th bank to become a member 
of the National Assn. of Bank Auditors 
& Controllers was the State Bank of 


ae 


Antioch, Ill., according to Robert F. 
Goodwin, NABAC’s 2nd vice president. 


Computing Machine Conference 


The annual meeting of the Assn. for 
Computing Machinery will be held June 
23-25 at the Michigan, 
Ann Arbor. Papers will be presented on 
a wide variety of subjects related to 
this field. Further information from the 
association at 2 East 63rd St., New York 


21. 


University of 


Employee Communications 


A two-week program in the problems 
of Organizational Communication will be 
given June 21-July 2 at Massachusetts 
Institute of Technology. Tuition is $160. 
from Summer Office, 
M.I.T., Cambridge 39, Mass. 


Details Session 


Room 7-103, 


National Secretaries 
Assn. has _ printed 
5,000 posters for the 
Week which this year 
is sponsored by a 
committee of office 
equipment manufac- 
turers. A. Donald 
Brice, advertising di- 
rector of Dictaphone 
Corp., is chairman of 
the promotion com- 
mittee. 


BETTER SECRETARIES MEAN BETTER BUSINESS 
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at the Golden Jubilee NATIONAL BUSINESS SHOW 


EXHIBITORS: get results * —literally “showers of gold"’. Full attention is directed 
to their products with no distracting or competing events—in an ideal 
atmosphere for their sales message and demonstration to produce actual orders. 


VISITORS: get what they came for—the purchase of new equipment that saves 
them ‘‘showers of gold" in time and money. The largest, most interested ond 
most important group of business executives, gather together in one great 
show for only one purpose—to see, test, compare and buy the latest and best in 
everything needed to construct, maintain and operate the modern office. 


* PROOF: The National Business Show has enjoyed the highest rate of space 
renewals every year for 50 years! 





For reservations call or write 
RUDOLPH LANG, Managing Director 
33 West 42nd Street, New York 36, N. Y. * PE 6-6760 


The world’s most important management show... 
that makes and is news! 


September 27th to October 1st 





“We use our MARCHANTS for figuring invoices, payrolls, 
job costs, discounts, inventory, time-payment contracts... 
in fact, for just about all the figurework in our office.” te 
‘ 
> 


“Once | figured that only 
big companies needed calculators. We're 
only a small business, but our MARCHANT 
is paying for itself so fast I'm amazed.” 


Any way 
sptiihes 
ite Marchant / 


The Marchant 
Figurematic 


The MARCHANT MAN in your phone book will be happy to show you, on 
your own work, how the new FIGUREMATIC will soon pay for itself. Call 
him or mail this coupon with your business letterhead to get your free 
Index to Modern Figuring Methods . . ...... CJ 
Descriptive Literature on Marchant Calculators . . . . [] 


MARCHANT CALCULATORS, INC. + Oakland 8, California 











Records Management Day 

Martin H. Kennelly, Mayor of Chicago, 
proclaimed April 13 
ment Day in Chicago to remind those in 
business and government of the advan 
tages of the services of qualified records 
personnel. Records Assn. 
of Chicago promoted the idea. 


feeords 


Manage 


Management 


Business Geography Course 


University of Illinois, Urbana-Cham 
paign, IIL, 


business 


offers advanced training to 
geographers. Prof. Joseph A. 
Russell, a pioneer in this field, heads the 
department. Field work required for a 
Ph.D. in the subject is paid for by many 
local chambers of commerce. 


Records Institute 


American 
D. C., will hold an 
Management in cooperation with the Na 
tional Archives & 


”» 


Washington, 
Institute on 


University, 


Reeords 


Records Service from 


June 21 to July Fee is $50 and inex 
pensive living quarters will be available 
at the uptown campus. Literature from 
American University, 1901 F St., N.W., 


Washington 6, D. C, 


N.Y.U. Scholarships 


Two $1000 working scholarships for 
established at 
Wallace Clark 


Management to 


graduate students 
New York 


Center of 


were 
University’s 
International 
provide for study and classification of 
and other material of the late 
Clark. Completed will 


reports 


Wallace project 


make the reports available to graduate 
management students. Grants are a gift 
of Egington Franklin, Faston, Md. 


Records Fellowships 

Robert A. Shiff, director, 
National Management Council, 
announced that three $600 fellowships in 
added to its 


executive 
Records 
records 


management were 


regular fellowship program. 


Home Study Courses 

Following a year’s experiment with a 
correspondence school for 
National Office 
Assn. reports wide acceptance and usage 


management 
executives, Management 
of its home study program, according to 
Dr. William M. Polishook, director of the 
NOMA 
Temple 


eoarses are 


assistant dean at 
Philadelphia. Two 
offered: a jnnior executive 


and 
University, 


school 


course for people who lack academic 
and an 
with 
formal study, extensive experience in the 
field, or those who complete the junior 


course, 


training in office management; 


executive course for those prior 


Over 8 Pencils Per Person 


Domestic consumption of wooden lead 
pencils reached an all-time peak in 1953, 
according to Clyde T. 
viee president, Lead Pencil Manufactur 


ers Assn. 


Nissen, executive 


Manufacturers shipped 9,472, 
860 gross during the year, a rise of 9.3% 
over 1952. The total represented about 
8.1 per in the Dollar 
volume rose slightly more, in proportion, 


person nation. 


Members and guests of the Tulsa Charter, Systems & Procedures Assn. of America, at its charter 
presentation dinner. Speakers included Charles C. Chase, Harshaw Chemical Co., Cleveland, 
and Harry Woodhead, vice president, Douglas Aircraft Co. 
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VA method for filing dnd controlling keys 


This is a complete line of steel cabinets, 
system parts and instruction informa- 
tion—everything that you will need to 
set up your control over keys, whether 
there are 10 or 10 million. 


P, 0. MOORE, INC. 


302 Fourth Avenue, New York 10, N. Y. 


CUT OFFICE OVERHEAD! 


ON STATIONERY & 
OFFICE SUPPLIES 


ONLY AT J. J. LESTER! 


Typical savings: 12 rolls of #600 clear SCOTCH 
TAPE ('/."' x 2592"'), guaranteed fresh stock, at 
almost the gross price—$1.10 per roll, FOB 
our door. You save as much as $2.00 per doz. 
@ CANARY LEGAL PADS (No. | Grade, 
8x 12'/., takes ink and erasures, 50 sheets to a 
ped)—2 Dz. @ $1.55 per dz; 6 Dz. @ $1.49 
per dz.; 12 Dz. @ $1.44 per dz. (Sample sheets 
upon request.) Also TICONDEROGA (and other 
popular brands) PENCILS, guaranteed first 
quality—2 Gr. @ $4.60 per gr.; 5 Gr. @ $4.52 


iinet STATIONERY BUYER: 
WRITE TODAY for our 
FREE SPRING CATALOG 


ON YOUR LETTERHEAD. 
It contains over 300 ways to cut office expenses. 


J. J. LESTER & CO., INC. 


Dept. O, 305 Canal St., New York 13 
“Mail Order Stationers to the Nation” 











ZIP-O-RITER 


Addresses Directly 
from Card 


times 
faster 


than 
typing! 
Addresses any form, envelope or carton 
without plates, ink or costly machines. 
Anyone can use the Zip-O-Riter which 
prevents copying errors. It's fast, ac- 


curate and economical. Write for litera- 
ture and prices. 


ZIP-O-RITER CO. 


3046 So. Flamingo, Denver 20, Colo. 











Now... 
AN EMPLOYEE 
TRAINING COURSE 


that requires no outside help. 
Your own staff can do the entire 
job. 

¢ HUMAN RELATIONS 

¢ WORK SIMPLIFICATION 


Complete material—charts, guide 
books, case studies, sample projects 
—comes to you all ready to use. 
A sound program at low cost. 
Write today on your executive 
letterhead for full details of 
our Free Examination Offer. 


AMERICAN SUPERVISORY CONFERENCE, INC. 


220-02 Hempstead Ave. * Queens Village 29, N. Y. 
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as users turned to higher quality pencil 


products. There was no increase in basic | 


prices of pencils. The dollar volume was 
10.6% over 1952. Colored lead pencils 
showed the highest increase, 14%. 


Take a Walk 


(Continued from page 125) 


Stay on the main line. Don’t get off 
on a secondary branch line or let some- 
body sidetrack you. If the smokescreen 
artists start doing their stuff, back off 
and look at the situation at a distance. 
Tramp through the system. Hoof it all 
the way clear to the end. Later you ean 
go back and seek the loose ends to see 
how important they are. 

Pick up samples of used forms. Don’t 
bother with the shiny new ones you get 
out of the stockroom—they tell only 
half the story; are only half complete. 
Pick up grubby, dirty, thumbed forms. 
Look at the rubber stamps, the notes 
that have been added in the remarks 
column, the fill-ins. Look at the blank 
spaces on the form that have not been 
filled in and ask, “Why?” Here you be- 
gin to get your entire forms story. The 
amateur looks for clean, new forms to 
study. The professional knows better. 
He wants to see those that have been 
through the mill because they carry the 
complete story that he is seeking. 

How much should you talk? Let the 
other fellow talk. You ask the questions. 
Don’t criticize. Don’t suggest changes. 
Be an inquiring reporter and keep to 
your single track of asking “what?” and 
“why ?” 

Once you have gathered all pertinent 
facts, it is time for analysis. Your facts 


can be compared to ore in which you | 


believe there is gold. You must break- 
down the ore before you extract the 
valuable gold. Exactly the same thing is 
true of the facts you have gathered on 


your survey. It may seem like a waste | 
of time but it actually is not, if you | 


will sift the facts in various ways, chart 
the flow by various charting methods, 
take a look at the layouts and do some 
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NO NO NO 
BREAKING! TEARING! SLIPPING! | 


‘FULL PROTECTION 
for your papers with... 


Schlegel PULL 
FASTENER 


the rubber band 


NO BREAKING! Strong, durable Schlegel 
PULL FASTENERS will not break, or 
rot. Hold papers firmly while you carry 
them, or for a lifetime in your files. 


NO TEARING! Valuable rolled drawings, 
flat documents, and checks are pro- 
tected against cutting or tearing. Flat 
adjustable tape spreads tension. 


NO SLIPPING! Fully adjustable to the size 
of packet. Tightens snugly. Holds firmly. 


WRITE! Descriptive folder with prices 
and sizes will be mailed promptly. 


MANUFACTURING 
COMPANY 


Schlegel 


377 N. Goodman St., Rochester 7, N. Y. 
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1875-1954 


The First Eradicator Ever Made 
H. H. COLLINS INK ERADICATOR 


BEST BY TEST © STILL THE FIRST 
ORDER DIRECT FROM 


COLLINS-BENTON CO., INC. 
200 Washington St., Hoboken, N. J. 


Burroughs 











POPOL LOLOL D 


Fe, 


@ BookKeepinc ; LION 
@ CALCULATING , d ; 3 


@ AccOUNTIN: ie 
@ Appinc ang ines bought, sold, 
/ vented; fepaired or re- 
conditioned. Write for 
current prices. 
i 7 350 BROADWAY, NEW YORK 13, N.Y. 
& Since 1927 WO 4-1240* cable: Hodgmach 








WHEN YOU BUY OFFICE FURNITURE 
Specity Desks by imperial 


Lrmmeperial 
ASK YOUR DEALER 
Imperial 


DESK CO. 
Evansville, indiana 


DICTATING MACHINE 
SALESMEN 


Your equipment can be sold for special instal- 
lations when our "ECHO Verbatim Reporter 
Electronic,’? or "HUSH-A-PHONE Voice-Silen- 


cer’ is added. Be up-to-date and don't miss 
any bets. Inform yourself. 


Write for bulletin “Voice.” 


HUSH-A-PHONE CORP. 


65 Medison Ave. Room 710 New York 16 




















| ganization? What 
| dict? 


tall pondering on all the facts gathered. 

Trace the various items of data as 
they flow through the system. How 
many transcriptions of data are made? 
How many forms are in the system? 
Work patiently sifting the essential 
from the unessential. Pick out those 
items that are significant from those that 
are insignificant. 

After a while of this—possibly hours, 
sometimes days—a basic idea will begin 
to take shape. In all of your analysis 
work you should keep repeating to your- 
self the real end and objective ot the 
procedural cycle. If you do this your 
basic idea for improvement will be 
sound. 

Don’t try to inject some pet idea that 
has worked elsewhere. Keep your mind 
completely open on possibilities. When 
a new idea ‘ias begun to take shape, go 
out and personally check its practica- 
bility. Consult the operators who first 
gave you the facts. Again you are help- 
ing to make this idea as much or more 
theirs, than it is yours. They also will 
tell you wherein you are impractical. 

Thank these people. Never reject a 
suggestion they may make no matter 
how quick you are to recognize that it is 
impractical. Consider it, even though it 
immediately occurs to you as not being 
practical. Listen to every idea. Continue 
your role as questioner and don’t offer 
any suggestions now. Gather sugges- 
tions. Absorb information like a sponge. 

If you are advocating a change in a 
system, you must think up a definite 
proposal to make. What do you intend 
to do? What will you gain from this 
new proposal if it is installed? How will 
you gain these things? What will you 
need in the way of changes of layout, 
machines, or people? 

Will changes be required in the or- 
result can you pre- 
Can you paint a “before and 
after” picture? Can you prove these 
possible gains logically? If your pro- 
posal is accepted as presented or is 
modified, the next step is the installa- 


' tion of the system. 
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DOES YOUR 


BUSINESS HAVE DIGNITY? 


BIND YOUR SHEETS AND BOOKLETS IN COLORFUL 
PLASTICS IN YOUR OFFICE IN SECONDS FOR A LITTLE 


MERELY (_)) FAUBER- 


i [SJomees” 16S $ 





KITS ARE AVAILABLE IN _—Loeseleaf , 
FOUR MODELS FROM $9.90 T0'$29.90 9 4,.%c°Cramercns 3,10" ne 1 


si taten PLASTICS AND EQUIPMENT AVAILABLE 


WRITE FOR BOOKLET 
—_— < ICE LIST 
mst > 


with SAMPLES ahd P 
$-RING MULTI- ROUND 


TAUBER PLASTICS, Inc. “ll 














202 HUDSON ST. « NEW YORK 13, N. 
WOrth 4-5621 

















i a ae Meas Pageaee a, | 


; “an Get your 
‘letters read! 


Are you satisfied with just any kind 
a letter? Or are you one of those par- 
ticular people who take pride in the clean, 
good looking letters they send? Any letter 
s only as good as the machine it is written 


and with the OLYMPIA SM 3 De Luxe 
y you just cannot type anything but 
perfect letter. its selection of sharp, 
1 type faces and mechanical perfec- 
1 guarantee perfect typing. Besides it is 
and durable . . . built to give you 

1 sara et 


NEW DELUXE 4 
PORTABLE - 

—h wokes clean, 

sharp carbons and has many exclusive 


features not found on other machines. And 
in looks it’s a beauty. 


BIESCONTINENTAL TRADING CORP. 


) WEST STREET _ 
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é carn WS of 


the 


Industry 





T. M. Gilbert Is President 

At a director’s meeting of Gilbert 
Paper Co., Menasha, Wis., T. M. Gilbert 
was elected president succeeding George 
M. Gilbert retired. T. M. Gilbert 
has the company 


who 


been associated with 


G. M. Gilbert 


1923 when he served as secretary, 


becoming a director in 1925, 


since 
treasurer in 
1926, and vice president in 1947. George 
M. Gilbert, O51, 
pleted 40 company 


August. He 


since eom 


the 


continue as a 


president 


vears with last 


will director. 


Underwood Promotes Junge 
Henry L. 


controller of 


Junge, 
Under- 
wood Corp., has 
een promoted to ex 
ecutive vice presi 
dent, according to 


Philip D. 


chairman of 


Wagoner, 
the 
said, 


board, who 


‘Mr. Junge’s inti 
mate knowledge of 


all the 


amifications of our 


Henry L. Junge 
various de 


tails, phases and 


worldwide business, together with his 


wide experience and his human and lik 
able qualities, all serve to equip him most 
admirably for the very 


Important post 


9° 
220 


to which he has now been appointed.’’ 
A former mayor of Millburn, N. J., Mr. 
Junge joined Underwood in 1928 as as- 
sistant controller, in which position he 
served until his appointment as controller 


in 1948, 


Eastern Sales Convention 


Eastern 
makers of 


Corp., 
Atlantie 
Zond, are taking 
the 1954 ‘‘ fighters’ 
market ’’ 
Their 


seriously. 
eon- 
held 


box 


annual 
vention was 
in a simulated 
ing arena in. the 
ballroom of the 
Hotel Commodore, 
New York. Speakers 
climbed through the ropes into a simu- 
lated 

Johnny 


Kenneth Henderson 


ring and were’ introduced — by 


Addiz, Madison 
fight announcer. Door prizes were pairs 


Square Garden 


of regulation S-oz. boxing gloves auto- 
graphed by Jack Dempsey. 

Harold Holden; 
Massengale and 
advertising Hender 
son, each entered the ring to outline the 
market promotion 


plans for the vear. 


president, 
John FE. 
Kenneth 


Kastern’s 
sales manager, 
manager, 
sales 


and Eastern’s 


“Shower of Gold” 


This National Show 
at 7Ist and 69th Regiment Armories, 
New York, Sept. 27-Oct. 1, will 
its theme ‘‘Shower of Gold,’’ according 
to Rudolph Lang, 
This vear marks the Golden 
the National Business Show 
inaugurated in 1904 at the old Madison 


vear’s Business 


have as 
director. 


Jubilee of 
which 


managing 
was 


Square Garden. It will also be a signifi- 
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D> FLEXIBLE SAFETY 
> KEYBOARD PREVENTS 


ERRORS... FAST... 
QUIET... EASY 10 
OPERATE! 


Models with 7 and 
8 columns available at 
small additional cost. 
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Swiss Watch! Ac 
ter Mechanism of 


time - sav 
assistant, 


it 


GET FACTS ABOUT THE 
REGNA ADDING MACHINE NOW! 


Gentlemen: i 
Please rush more information on the Regna Adding 
Machine and tell me how | can become a Regna dealer. 


Company 


Name 1 
l 


Address 
City Zone State 


29 | 


— 





NEW 
LOWER 
PRICES 


BONS 
MS & CAR 
TANTLY SEPARATES er, 

gut’ moTION WS / bn anoched Withow! / 


Rem 
s For Employe® 


f P 
n SIMPLE “SNAP: 


The Two Copre 


WE GUARANTEE 
6 SETS TO A STRIP That the W-2 Forms which yeu purchase from 


CARBONIZED IN QUADS, QUINTS AND SEXTUPLETS us will be acceptable by the Treasury 
Department votil January 31, 1955. If 
Tailor-made so that Federal, City or State there ore any chonges in the present 
Forms can be prepared in one operation. tax laws which will necessitate 
e 5- and 6-part forms include special copies for se OF Ne Pe 
various states and cities. forme <- we undertake te over 
print, if acceptable by the 
Treasury Department, or 
replace if not acceptable 
WITHOUT CHARGE 

TO YOU. 


e Special 5-part forms for New York and North Car- 
olina include 1.B.M. Cards required for those states. 


IMPORTANT! 


Write today for schedule of low prices 
and sample strip. 


mnemiare nsiveny! aa GU) UE 
Forms W-2 and Envelopes including * 
employer's imprint can be shipped 1619 WALNUT STREET 


within a few days from 


receipt of order. PHILADELPHIA 3, PENNA. 


S-K AND CAHILL LABOR SAVING’ ACCOUNTING FORMS \ 
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sant event in the office equipment and 
supply field which has 
billion-a-vear industry. ‘‘Our theme sym 
bolizes, too,’’ Mr. Lang said, ‘‘the bene- 
fits to all industry and commerce, in this 


grown to a $2 


country and elsewhere, of the advances 
made in the oftice equipment field. Ever 
widening use of the latest and most 
eflicient products in this field has paid 
dividends to and 


industry management 


in many cases has meant a real ‘shower 
of gold’. There is no office procedure in 
administration, other 
which has not felt the effect of 
work 


sales or depart 
ments 
in terms of lighter 
effective 


modernization 


loads, lessened tedium, more 


use of time and in many other ways 
which spell profits to all business. This 
has been particularly true in recent vears 
when the pressure of office costs has been 
extreme.’’ The show’s managing director 
that the 


throughout the office equipment industry 


stated general sentiment 


was one of optimism. A number of com 
panies, he said, while foreseeing keenet 
months, be 


competition in the coming 


lieved that the use of modern oftice 


equipment was growing so rapidly that 
there was, as one executive said, ‘‘ plenty 
of room to move around in.’’ Prelimi 
nary work with exhibitors indicates that 
the major companies are paving more at 
and 


tention to the theory 


practice of 
oftice procedures. Exhibi 
tors at the National Business Show 


indicated that they 


automation in 
have 
will focus their dis 


play and products to take advantage of 


canes Pures 


Attractive window display of Webster Durametric Carbon Paper and Webster Ribbons at 
Morgan's, Inc., Huntington, W. Va. 
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this trend. 

Niemi in Chicago for Plus 
Norman Niemi 

has been appointed 

general manager, 

Heche, 


manager, of 


and aul 
sales 
the newly 


branch office of Plus 


opened 


Computing Ma- 
chines, Ine. at 127 
N. Dearborn St., 
Messrs. 
Heche 
figuring 

experience, H. R. 


Chicago. 
Niemi and 
are both 


Norman Niemi 


machine men of long 
Mathieu, 


Machines, 


president, 
Inc., 
Niemi’s appointment 


Plus Computing. 
that Mr. 
that of 

of directors as well. The new Plus branch 


states 
includes 
a special advisor to the board 
factory controlled 


provides a and op 


erated training school as well as sales 
and services for Plus users in the greater 
Chicago metropolitan area. The new Plus 
electric adding calculator is a recent ad 
dition to this company’s line of figuring 


machines. 
Dennison Officers 

At the 
Mfg. Co., 
Dann €, 


president; 


annual meeting of Dennison 


four new officers were elected, 


Huntington elected vice 
Robert N. 


Jossely nN, 


was 
Wallis, 


assistant 


treasurer; 
Calvin Kk. treasurer; 
clerk. Other 


John S&S. 


and Francis kK. Swisher, 


officers re-elected were Keir, 





FORMULA PERFECTED exclus- 
ively for use on GESTETNER 
duplicating machines 


GIVES 15% to 20% MORE 
COPIES than ony previous 
inks 


works BETTER 
soes FARTHER 


speeds and simplifies 
your duplicating 


CLEAN RUNS 
get jobs out right 
the first time! 


% 


Check these popularity features: 


@ Tube makes perfect connection 


with ink pump 
@ More copies per tube 
@ Clean sharp work on mimeo bond 
®@ Fast drying—minimum penetration 
@ No smear, no offset 
®@ No packing on distributor bar 
®@ No drip from silk screen, waver 
rolls, bakelite cylinders 


@ Woshes off hands with soap 
and water 


BLACK and COLORS in 12-OZ. TUBES 


Write for details and prices 


INK SPECIALTIES CO., INC. 


519 N. Halsted St. @ Chicago 22, lilinois 


president and John A, Garvey, vice pres 
ident. Directors re-elected included: 
John 8S. Keir, John A. Garvey, Dana C. 
Huntington, Robert N. Wallis, James T. 
Dennison, Howard E. Gorton and Philip 


B. Hamilton. 


A. B. Dick Appointments 
A. B. Dick Co. 


appointed k. P. Jor 
dan Jr. regional 
sales manager in 
charge of key mat 
kets, Mvron 4G. 
Stolp midwest re 
gional sales mana- 
ger, Norman H., 
Vanek eastern re- 
gional sales man cennath 0. Shodite 
ager, and Kenneth 

B. Marble sales promotion and adver- 
tising manager according to C. M. Dick 
Jr., vice president—sales. Mr. Jordan 
will supervise sales in 16 large cites. Mr. 
Stolp was sales promotion and advertis 
ing manager for the past five years, and 
has been with the company for 13, Mr. 
Vanek will make his headquarters in 
New York and supervise sales in New 
England and Atlantic Coast states. Mr. 
Marble joined A. B. Dick eight years 
ago and was assistant to the general 


sules manager for the past year. 


Rapid Roller Appointments 


B. P. Nilles, president of Rapid 
Roller Co., annSuneed the promotion of 
four company Executives to positions of 
new and inereased responsibility. D. D. 
Kallison, who started with the company 
as a salesman in 1932 and advanced 
to assistant sales manager, is vice presi 
dent in charge of sales. Philip Sehwartz, 
with the company sinee 1925, and for- 
merly general factory manager is now 
technical director of research and pro 
duction. Dr. K. Fox, with the company 
since 1939 and previously assistant chief 
chemist in the laboratory, has been ap 
pointed chief chemist. He is a graduate 
Doctor of Chemistry. A. k. (Jack) Hibbs, 
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Your Name Here 
Means Repeat Business 
For You 










































































VERY box of carbon paper that goes 
out of your place carries your name. 
That means FREE advertising for you— 
that means repeat business for you! Why? 
Because many customers order from habit. 
After they have bought carbon paper from 
you, and they’re pleased with it, they'll 
continue to buy the same carbon paper 
month after month—year after year. 
Now, what does this mean in terms of 
benefit for you. Simply this—ihat when 
repeat orders come in for Carbon Paper 
that carries your name—orders come in 
also for other items that are allied with 
carbon paper—and in that way you 


Manufacturers of 
the complete line 
. . + that stonds 
the test of time. 


H. M. Storms coneeey 

Storms Building, Brooklyn 38, N. Y. 

Gentlemen: 

We are interested in the STORMS PRIVATE 
BRAND PROGRAM. Please send us complete 
information and samples. 
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benefit from the sale of other items as 
well ... Inked Ribbons, Carbonized Rolls 
and other merchandise. 

But just as important is the fact that this 
carbon paper will be bought ONLY FROM 
YOU—not from another dealer, as fre- 
quently happens when you handle nation- 
ally-advertised brands which may also be 
carried by many of your competitors. 

Dealers all over the country are now 
successfully using the STORMS PRIVATE 
BRAND PROGRAM. It will pay you to 
investigate this plan today. Please use the 
coupon for complete details or write on 
your letterhead to Dept. O-5. 


H. M. STORMS COMPANY 


STORMS BUILDING, BROOKLYN 38, N.Y. 


Company Neme 
Address 
City 








ry 
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Vy 
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NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 





\ | 
/ 


SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


NG | 





21 WEST STREET, NEW YORK 6, N. Yo 








TELEPHONE HANOVER 2-5425 
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Block & Anderson a ma 
Ltd. of London, mak- , 
ers of Banda Dupli- ‘ m 
cators and English : ' 1 | j Jey 
distributors of Mar- j ‘ : 
chant Calculators, 
Victor Adding Ma- Z res M 
chines, Facit Calcu- NADIAN 0” j 
lators, Produc-Trol, 
etc., opened this new | ae 
office in Montreal . 
March 30. On dis- 
play are the com- i 7 
plete Banda line, De- | [ | 
velop photocopiers are a 
and an American 
collator. They have 
branches in Toronto 
and Ottawa; sales 
and service through- 

out Canada. 


who started with the company in 1930, sales foree of R. E. Wieland, M. FE. 
has advanced to general superintendent Hillison, George Pach, M. M. Taylor and 
of all factory departments and plants.  H. Zipperman. A. D. Kirkpatrick who re 

The recent addition to the sares force — sides in New Jersey covers Metropolitan 
of Richard L. Frawley was announced New York, New Jersey, Eastern Penn 
by D. D. Kallison, vice president in sylvania, and Delaware. Tom Dowd re 
charge of sales. He supplements the sides in Holyoke, Mass., covering the 


CLIX 


1-HOLE 
CLIX , PAPER 


3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean 14” hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 


MODEL 3.. Punches 3 holes —~ ee ea paca 
\4" dia., spaced 4%" on cen- — : ‘ 


ters, 4" from back binding < é MODEL 100.. . Punches 4" 


edge — standard spacing 7 A hole, 4%" from binding edge. 
11" x 814" sheets. 











Order from your Stationer or Office Supply Dealer 


NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
\ WESTERN REP.— HARRY HENKEL ASSOC,, 1355 MARKET ST., SAN FRANCISCO = 
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What Do You 


KNOW ABOUT SAFES? 


nstance, this is a Meilink double door safe 
A label) Underwriters’ Laborato 
It gives maximum fire protection. Its 


> dimensions are 60” x 


jighes 
nighest 


Ss up 9.83 square feet of 
some companies, for son 
itial business tool 
Meilink C or B Label safe 
you buy’ Your 


sip you decide. See the 


ich snouid 


nk Steel Safe Com 


if rf 


1 ‘ {) " | fal lelala. ali 
y JaKWOOU AVE Beliceiem. Ohare) 


with MeuwK ti tor keops 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folder on Hercules insulated 


steel files. 


Name 
Company 
Zone 


City State 


eee ae SE 


228 


states and 


New 
Canada. A. 


England Southeast 
Ballantyne resides in Colum- 
bus, Ohio, and Ohio, Indiana, 
Kentucky, West Virginia and Western 
Pennsylvania. Most of salesmen 
have been associated with the company 


covers 
these 


for 10-20 vears, 


CCC Advertising Dept. 
Commercials Con 


trols 
nounced the re-orga 


Corp. an 


nization of its ad 
vertising and sales 
promotion depart 
ments. Scott Cass, 
vice president and 
general sales man 

ager, announced 

that the two de . 
partments will be Henry J. Lindsay 


combined into one section headed 
by Henry J. 
than 17 


advertising and 


Lindsay who has had 
vears experience in the 
field 
in both agency and industrial advertis 
head of the 
Justowriter Division of Commercial Con- 
with the 
H yuston, re- 


more 
sales 


promotion 


ing, and is the former 
trols. He has been associated 
company since 1936. 0. K. 


from active duty with 
editor of the 
publica- 


tion ‘The Bandwagon’’ has been named 


cently released 
the Marine 


Commercial 


Corps, and 
Controls emplovee 
to assist Mr, Lindsay in advertising and 


sales promotion. A new section, the 
printing production department, is now 
responsible for the production of all in- 
ternally matter, 


Donald D, Osborne heads the new depart- 


and externally printed 


ment, 


Futuristic Roller Week 

Ames Supply Co. are sponsoring Na 
tional Futuristic Roller Week, June 21 
26, for distributors of Futuristie 5-Star 
Platens. 
motion material either free to the dealer 


Ames is making available pro- 


or at cost of producing. A release has 
for the oftice 


dealer to submit to his local paper, Book 


been prepared machine 


lets, advertising pieces, newspaper mats, 


platen demonstrators, banners and a 


THe Orrice—May, 1954 

















Since 1929, the 


RESULTA 
has been a 
steady seiler. 
Over 240,000 
sold and tens 
of thousands re- 
ordered with no 

complaints. 

RESULTA adds, 
Subtracts direct- 
ly (below zero, 
too), and mul- 
tiplies semi- 
automatical- 
Iv. Checking 
panel replaces 
paper roll. Pat- 
ented error pre- 
vention device. 
Anyone can use 
it without train- 
ing. Compact, 
handy, accurate, 
fast! Weighs only 
3 Ibs. 5 ozs. 


Top Dealer Discount. Prompt C.O.D. shipment 

from stock by Trans World Internationo! Service 

Co., 333 West 52nd St., New York 19, N. Y. 
Phone Circle 6-7637 


For sole distributorships apply to: Paul Briining, 
Maschinenfabrik, Breitenbachstr. 18, Berlin-Borsigwalde 
Germany. 

RESULTA will be exhibited in Los Angeles in May, in 


Chicago June 2-4, and at NOMDA Show, St. Louis, 
June 21-23. 








Don’t drop 
that screw! 


Hold it with an 
H.J.J. Serew- 
holding Driver 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


egy s ORB RE BBSRAS 


SP RSC RSS ERHSPE Rete e 
PT riTretrrrtstt ree) 
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Save time! Cut 
Costs! Better Work! 
Try 10 days FREE! 


Runs full length 
solids without 
a break! 


Perfect distri- 
bution of foun- 


tain solution! wae 


END ink distribution headaches NOW! Attach 
Jumbo Shell and Vibra-Roller in 75 min., no 
drilling. Try 10 days FREE! Write for details, 
stating model Multilith or Davidson you have! 
LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 








WHO ARE YOUR 


6 A. BEST PROSPECTS? 





You'll Find The 
Answer in 
“HOW TO SELL 
NUMBERING 
MACHINES’ 


Tells who buys what in Numbering Machines, 
Daters. 50 photos, 60 pages other profitable 
data. Limited supply. Send now! 


Write for your free copy 


WM. A. FORCE 


HOLS AVENUE BROOKLY 

















an office orderly 


a place for everything 
and everything in its 
place 


* 
THE WORDEN SECRA- 
TYPE DESK—A LAST 
WORD IN ECONOMY 
AND FATIGUE 
REDUCTION 


4A 
LONG TERM 
INVESTMENT IN 
OFFICE EQUIPMENT 


No. 242ST — 42” x 32” 
Patent No. 2133807 


WwoRDEN wcoWORDEN Company 


Of, HOLLAND,MICHIG 





GO PLACES with Walden Roberts Enanenr 
sould Know about 
qo YWEKICD Ee 


With Mexican color and grandeur Fae: EE eee Serene 
there’s also tradition—and this in- 


cludes erasing! Mexicans and people the world over who insist 
upon cleanest, fastest erasing, create the universal demand for 
Weldon Roberts Erasers which Correct Mistakes In Any Language. 
These finest, most uniform erasers are made in STYLES, SIZES and 
TEXTURES for your erasing requirements. Ask your dealer. 


WELDON ROBERTS RUBBER CO., 365 Sixth Ave., Newark 7, N. J. 
World's Foremost Eraser Specialists 


<4 JET ERASER 


Convenient, cylindrical stick eraser 
in attractive, transparent plastic 
holder, Top unscrews so eraser stick 
can be moved outward, Red rubber 
for pencil erasing, gray rubber for 
ink. Pocket clip style for general 
use. Brush whisk style for typists. 
Refills. Tops for typing, accounting, 
drafting and professional use. 
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sd 


Sales outline is ineluded. Full particulars | 


from Ames Supply Co., 564 W. Randolph 
St., Chicago 6. 


Old Town Sales Manager 
E. T. Waters, 
vice president for 
sales of Old Town 
Corp, announced 
the appointment of 
Lawrence Avanzino 
as general snles 
manager, Mr, Avan 
Zino owas eastern 
sales manager for 
Lawrence Avanzino Eberhard Faber Co, 
and has had more 
than 20 vears experience in marketing 
and general management. George S. Don 
aldson assumed new duties as western di 
Vision sales manager. From headquarters 
in Chicago, Mr. Donaldson heads the com 
panyv’s operations in that city and ten 
states. Eddv C. Talbert became assistant 
western sales manager. Alfred B. Smith 
became southwestern division sales man 
ager with headquarters in Dallas. John 
B. Ware is southern division sales man 
ager with headquarters in Atlanta, and 
Willard ©. Kalbfleisch was appointed 
Pacific coast division sales manager with 
headquarters in San Francisco. Edwin 
D. Read remains eastern division sales 
manager with Boston headquarters, and 
Carl A, Lindmark Jr. continues as New 
York division sales manager. 


Albert B. Dick Jr. (center), chairman of A. B. 

Dick Co., with Norman Vanek and E. P. Jordan 

Jr. who won the Chairman's Awards in the 
annual balanced sales contest. 
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The BOOKMATE 


For Copying from 
Large Books — 
Saves Typing 
Hours —_ Elimi- 
nates Errors. 
Needed in every 
Business Office. 
Light — strong — 
folds when not in 

_ In satisfactory 
use over the U. S. 
Only $8.75 prepaid. 
“Clip - On" Line 
indicator $1.75. 
Ten-day free trial. 

Write for 

information today 


BOOKMATE COMPANY aiiy. ‘wiami, Okla. 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the lad- 
der te be rolled freely when 
no one is on it. When you 
step on ‘he ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling 
Made in 7 heights—3 widths 
Send tor Circular 53-0 and 


Treen 
i. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, Ii. 








= AUTOCOPY 
Cleansing Cream 


Hectograph, mimeo and dupli- 

cator ink stains removed in 30 

seconds! Pleasant, effec- 

tive! Kind to hands; won't 

injure nail polish. Avail- 

able in 6 oz. tubes, '/2 

ib. jars, | Ib. cans or 

jars. Dealers write for 
complete catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Illinois 
150 West 26th St., New York 1, N. Y. 








CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL 








E-Z SORT SYSTEMS 
save time and money 
in every department... 


e Accounts Payable 
Accounts Receivable 
Cost Accounting 
Payroll 
Purchasing 
Manufacturing 
Inventory 
Sales 

© Research 


Each individual department in your company 
can keep and service its own records—faster 
and easier, with present untrained personnel 
—by using an E-Z Sort System. No need to 
centralize your sorting and tabulating while 
you worry over expensive machine costs. Try 
E-Z Sort in just one department and its effi- 
ciency will spread throughout your organi- 
zation. Ask for a demonstration and you'll see 
why! 


E-Z SORT SYSTEMS, Ltd. 


45 Second St., Dept. 22, San Francisco 5, Calif. 


Sole Manufacturers of E-Z SORT SYSTEMS. 
Over 50 Offices to Serve You 





Wortmann Joins Cormac 


Appointment ot 
Martin Wortmann 
Jr. as executive vier 
and his 
the 
directors, 


president, 
election to 
board of 
was announced by 
Cormue Industries, 


Mr. 


assistant sec- 


Ine. Wortmann 
Was 
retary and assistant Martin Wortmann Jr. 
treasurer of Ludwig 

Baumann & Co. and Spear & Co. until his 
resignation to join Cormac. He was with 
the furniture, home furnishings, apparel 
store chain since 1936, in 


and jewelry 


charge of methods and systems. 


J. J. Lester Expands 


J.J. Lester & Co, announces that their 
new quarters at 305 Canal St., New York 
13, has increased their capacity by 400Q%, 


Maurie Dacy Joins Heyer 


: R. (Reeves) ba 


Hever, vice presi 
Hever 
announced the ap 
Mau 
rie Dacy to the sales 
staff. Mr. Dacy, who 


is acting as a special 


dent, Corp., 


pointment of 


sales representative 
and 


has a long 
g 


creditable record in Maurie Dacy 
the office supply and 
equipment industry including 18 years in 
the duplicacor field. He has traveled ex- 
well known and liked 
acquaintanceship of 
dealers and manufacturers. Mr. Daey will 
work out of the Hever general offices in 


tensively and is 


among his wide 


Chicago. 


Names Changed to Copease 
The name of the eleetrie photocopy- 
distributed 


ing machine nationally by 


Copease Co, has been changed from De- 
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insulated 
FILE 


2, 3 and 4 Drawer 
Letter and Legal 
sizes 

@ FIRE TESTED— 
1700° for {| hour, 


SCHWAB 





@ insulated between 
each drawer, making 
each drawer a sepa- 
rate safe 

@ “A’’ grade insu- 
lation, reinforced. 
@ Heavy ball bear- 
ing extension slides. 
@ Positive Lock 
compressor, 

@ Available with 
either key or combi- 
nation lock which 
operates all drawers. 
@ 25%,” clear 
drawer depth. 

@ Modern 
Hardware. 

@ Smooth, baked 
enaniel finish, green 
or gray. 

@ All files drilled 
and tapped so cast- 


ers can be attached 
TODAY! whenever desired, 


THE SCHWAB SAFE COMPANY 
LAFAYETTE, INDIANA 




















SHIPPED 
FROM STOCK 


Easiest way to file and find maps, blue prints, 
tracings. Metal cabinet file with locking doors, 
112 tilting tubes handle 60” prints. Tubes 
are indexed for quick location. Only $187.50 








PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main’ Tulsa 3, Okla. 
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C-THRU 


the Quality Line of 3 
STURDY, TRANSPARENT ~ 
PLASTIC i 


T-SQUARES 

PROTRACTORS and 

OTHER RULING, 

DRAWING and 

COMPUTING DEVICES 
Write for Free Catalog 


C-THRU RULER CO. 


Hartford, Conn., U. S. & 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


—)~ » 
~—. ed 


REGALRITE BRAND 
RIBBONS AND CARBONS 


= 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N.Y. 











RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 
Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 


the new Telescopic Eyeguide: $1775 


TAX EXTRA 





FREE TRIAL OFFER. Write, asking us to send you 
a RITE-LINE Copy older with the understanding you 
may return it without chorge within ten days. 


1025 15th Street, N. W. 
RITE-LINE CORP. Washington 5, D.C. 








PACIFIC 


BRIEF COVERS 
Choice of 


10 rich colors 


Amfile fasteners 
are easy fo use, 
hold contents 

firmly in place. 











Beautiful, new, glossy 
finish material that is 
moisture resistant and heavy-weight—it wears 
and wears. 

For 8/4, x 11" sheets, up to 7/16" capacity. 
Twenty-five of oach color to a box. 





Get ct Dealers or write for Circular. 


1601 D Bivd. 
AMBERG FILE & INDEX CO. °°) hane ii 











Substantially Reduces 


NOISE 
of Keyboard Graphoty pes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years’ research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 
curacy. Your raphotypes can be relo- 
cated for better work flow when noise is 
eliminated and machine's appearance is 
improved. SOUNTROL Noise Reducing 
Hoods do not increase floorspace, retard 
ventilation nor interfere with machine serv- 
icing. Write for full information today! 


JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 


vy SPECIAL OFFER! xx 


Two Leading German 

Office Equipment 

Journals, at a big 
SAVING TO YOU! 


**BUEROMARKT’ (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
“DAS RATIONELLE BUERO' (The Rational 
Office) monthly, printed in GERMAN ....$5.75 


combination cost $11.00 


These vital Trade Jour- Annually 

nals keep you up-to- Postfree 

date with the German — Continental Office 
Appliance market. In regard to subscriptions 
or advertising rates contact our American 
Representatives: 


ATLANTIC SERVICE AGENCY 
P. ©. Box 415 ° Flushing, N. Y. 


Tel: INdependence 3-6815 
VERLAG PETER BASTEN 
Aachen, Germany 
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velop Combi to Copease Duplex, it was 
announced by Charles E, Hallenborg, 
president of the firm. Mr. Hallenborg 
also made known that subsidiary models 
are now called Copease Developer (hand 
and electric), Copease Exposing Unit and 
Copease Platemaker. 


Roberts Distributor 


D. E. Loushay, president, Roberts 
Numbering Machine Co. announced the 
appointment of R. A. Stewart & Co., 
New York, as exelusive distributor for 
Roberts hand and typographie number- 
ing machines, 


Smith-Corona Representative 


J. B. MeCormick, vice president, 
Smith-Corona Ine., announced the ap 
pointment of Nathan M. Jacobson ag 
home office field representative. Mr, Ja- 
cobson came to this position from Smith 
Corona’s Dallas branch where he was 
working as a retail salesman. He joined 
Smith-Corona in 1938. He will make his 
headquarters in Dallas and will assist 
dealers in the Dallas and Oklahoma Cty 
branch territories, 


Can-Pro Merchandise Manager 


P. C. Goodrick, president, Can-Pro 
Corp., Fond du Lae, Wise., announced 
the appointment of Walter E. Benson 
as merchandise manager and sporting 
goods department manager. Mr. Benson 
has spent 15 years in wholesale sales and 
distribution for a national organization. 
Can-Pro manufactures a wide variety of 
canvas, leather and plastic goods. 


Marchant Promotions 


Edgar B. Jessup, president, Marchant 
Calculators, Inc., announced three promo- 
tions: William T. Criswell to district 
sales manager of the New York midtown 
office; Peter L. Richards to district sales 
manager of the New York downtown 
office and Robert M. Ecker to district 
sales manager of the White Plains, N, Y., 
district sales office. 
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HOW TO RELIEVE A 
SLIGHT HEADACHE 


A number of purchasing agents have 
told us that often the wrong carbon 
paper is requisitioned by their clerical 
staff, resulting in bothersome exchange. 


transactions. 


Many are now staunch rooters for 
SILVER BAGLE—the carbon with the 


Color-Guide treatment! 


Briefly, Silver Eagle features a different 
colored back for each weight of paper 

blue, green, purple and black! It’s 
packaged too, in boxes of the corres- 


ponding colors! 


SILVER EAGLE can _ simplify your 
needs. May we send samples? No obli- 


gation, of course 


U. S. CARBON & RIBBON MFG. CO. 


Inc. 
621-623 CHERRY STREET 
PHILA. 6, PENNA. 


Established 1895 











aves | aimee Clary Electronics Head 


Kenneth F. Oldenburg was appointed 
supervisor of the Electronics Laboratory 
of Clary Multiplier Corp. and heads 
engineering research and development on 
all the company’s electronic products, 
Robert E. Boyden, chief engineer, an- 


folk nounced 
GUARANTEED 

HINE . 
aaek meses POLS aN Addresser Sales Manager 


oa 


" : xelusively by PRINT-O-MATIC CO., IN Appointment of Norman L. Jones as 





sales manager was announced by Scripto- 
matic, Ine. Mr. Jones has been associ- 
Complete plants for the ated for the last 15 years with a manu- 


facturer of addressing machines as sales 


manufacture of ————| | man, special accounts representative, spe- 


CARBON PAPER cial government representative and sales 


supervisor in Baltimore, Washington, and 


TYPEWRITER RIBBON | New York, 


Manufacturing 


DRY STENCILS information and 
formulas 
furnished. 
HAIDA ENGINEERING CO. | Sam Krebs, veteran of 20 years in the 
34-11 Vernon Boulevard | loose leaf industry, announces his part- 
Long Island City 6, New York | nership in the Ace Loose Leaf Corp., 








Joins Ace Loose Leaf 











New York. Ace specializes in custom 





made binders and equipment of all sizes. 
For Your Annual ih 


TYPEWRITER ROLLER CHANGE | Morris Eastern Manager 


Insist on a a‘ 

"Euturistic” Arthur Link was 

5-Star Platen appointed eastern 

for division sales man 

Best Results ager for Bert M. 

Fad ton yor Distributed to Morris Co., it was 
Office Machine Dealers by announced by Mrs, 


AMES SUPPLY COMPANY Bert M. Morris, 
Contact your Local Typewriter Dealer president. Mr. Link 
has many vears of 














sales management 
background to cor 
relate the com 
pany’s expanding east coast program. He 
started as an IBM salesman was later 
manager of Cardinal Office Furniture Co., 
New York, and was divisional head of 
sales training at Remington Rand Ine. 


Arthur Link 





Dewberry Engraving Co. SoundScriber S. C. Distributor 
) 20TH STREET- BIRMINGHAM 5, ALABAMA R. W. Davidson, vice president, Sound- 
¢ t { e St onery Seriber Corp., announced the appoint 
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How to reduce MAILING COSTS in YOUR office! 


If your office isn’t a ‘‘one typewriter” office, 
it shouldn't be a “‘one scale” office either, 
or your mailing costs will be too high. To 
save loss of time (and money), confusion, 
return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
secretary. Use the right scale for the right 
purpose—the new one pound accurate 
2-2 and 2.5 5° high N-1 PRINCESS showing exact postage 
for all classes including fr first class and air mail; the durable, 
Parcel Post dependable Z-2 in either 2 lb. or 5 Ib. 
capacity with dial showing exact weights for all classes of mail nt Princess only 4” 
including parcel post by zones—larger A-Line Scales with ca- w 52.95 hat 
pacities up to 50 lbs., for shipping rooms. 
To stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. '72¢<tscv, *sr~* 


Evanston, Illinois 


SAFEGUA ; SAFEGUARD CHECKSIGNER 

It is with great pride that we introduce to you the Safeguard Checkwriter and the 
amazing NEW Safeguard Checksigner, a perfectly balanced pair of office machines 
that will give you top office efficiency—with a safe lasting impression. Write today for 
additional information on the various all purpose model Checkwriters and Checksigners 


OVERSEAS DIST. — SAFEGUARD INTERNATIONAL 3312 LANCASTER AVE.—PHILA. 4, PENNA., U.S.A. 


SAFEGUARD CORP LANSDALE, PA: 
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aM ASPIRIN FoR 
POINT REFiL, 
dour yEADACHE! 


THE 
AMAZING 

NEW 
INVENTION 
THAT FITS 
PRACTICALLY ALL 
BALL POINT PENS 


FAIR TRADED 
AS ADVERTISED IN 


AT 49c 
Order from .4@)6) ° Ee -wil@)ni a. 


Manuf ed by The FISHER PEN MPANY. Ch 





TECHNYSCOPE MODEL F-2 


The use of FLUORESCENT LIGHTING in- 
troduces an entirely new standard of 
scope illumination. The glass of the Scope 
and stencil remain cool. The entire writ- 
ing area of the stencil is amply and 
evenly illuminated. 

Complete Price 

Request information from 


TECHNYGRAPH COMPANY, TECHNY, ILL. 




















PAYCHECK “OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 


Paycheck ‘“‘Outiook’’ Envelopes are absolutely 
opaque, essential when wages are paid by check. 
Nothing shows but the employee's name. This im- 
proves personne! relations. 

Send us check you now use and we will submit 
sample Paycheck ‘'Outiook"’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1 W. Washidgton Bivd., Ch ? 


SPECIAL OFFERING 


on REBUILT & ROUGH 
OFFICE MACHINES 


ADDERS, CALCULATORS, TYPE- 
WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


We offer fair prices, guaranteed 
rebuilding, prompt service to users 
and dealers the world over. 





Write Dept: W. 
Send for our 
special price 
/ list today. 





INTERNATIONAL OFFICE APPLIANCES, INC. 
326 Broadway, N. Y.7,N.Y. HAnover 2-6700 
Cable ‘‘ADDBOOKAL"’ 
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ment of W. Hubert Fox as distributor 
in South Carolina, exclusive of Cherokee, 
York, Chester and Lancaster counties. 
W. H. Fox Co. has offices at 2120 Rose- 
wood Drive, Columbia, and branches and 
service centers in principal South Caro- 
lina cities. 


IBM Electronic Director 

T. V. Learson, general sales manager, 
International Business Machines Corp., 
was appointed director—electronic data 
processing machines, Thomas J. Watson 
Jr., president, following a 
meeting of 500 engineering laboratory 
and factory department managers of the 
IBM Poughkeepsie, N. Y., plant. 


announced 


N. Y. Stationery Show 

The New York Stationery Show, May 
16-21 at the Hotel New Yorker, will have 
285 exhibitors on the 4th through the 
9th floors. The show will be open Sunday 
{ to 9 p.m.; Monday 10 a.m. to 9 p.m.; 
Tuesday, Wednesday and Thursday 10 
a.m. to 6 p.m.; Friday 10 a.m. to 1 p.m. 


ENGINEERED FOR 
OF BUSINESS 


A Lamb Electric Motor i 
free operation in busi 
motor is specia 
thereby providing 
requirements (2) it i 


‘chest manufacturing stan 
pe ence in the 


years of experi 


The Lamb Electric Compan 
In Canada: Lamb 
Sangamo Company lt 


s your assuranc 
ness machines because 


lly engineere 
exact mec 
s built of qua 
dards 
small motor field. 


Electric — 


W. J. Pickering 

Walter J. Pickering, retired 
equipment executive, passed away at his 
home in Daytona Beach, Fla., April 4. 
A veteran Remington typewriter man 
who for some years was vice president 
in charge of sales of the former Rem- 
ington Typewriter Co., he was president 
of Allen Wales Adding Machine Corp. 
until his from 
ness two years ago, 


office 


retirement active busi 


George Bergmann 

George Bergmann, president, Peerless 
Steel Equipment Co., died March 19. Mr. 
Bergmann office 
manufacturing 


was in the equipment 


business since 1915, 
Wesley Plunkett 

Wesley Plunkett, 73, an associate of 
the late Carl M. Friden of Cal- 
culating Machine Co., died Feb. 25. Pre 


Friden 


viously to his joining Friden, Mr. Plun 

kett was business manager of the Hearst 
bon) 

publishing enterprises for 30 years, 


THE REQUIREMENTS 
MACHINE SERVICE 


e of long, trouble- 
the 
d for the application, 
hanical and electrical 
lity materials to the 
(3) it represents 


Division of 
d. — leaside, Ont. 


* mb Elecliic 


SPECIAL APPLICATION M 
FRACTIONAL HORSEPOWER OTORS 
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eADVERTISERS > 





Acco Products, Inc. 152 
Acme Adding Machine Service & Sales Corp.. 218 
Addo Machine Co. 63 
Allen Business Machines, Inc., R. C. 11, 12, 13, 14 
Allied Carbon & Ribbon Mfg. Corp. 58 
Allied Litho Supply Co. . 

Amberg File & Index Co. 

American Automatic Typewriter Co. 

American Register Co. 

American Supervisory Conference, Inc. 

American Writing Paper Corp 

Ames Supply Co. 

Atlas Stencil Files Corp. 

Autocopy, Inc. 


Bankers Box Co 
Basten, Peter 

Bates Mfg. Co. 

Bohn Duplicator Corp. 
Bomont, Inc. 
Bookmate Co. 
Borroughs Mfg. Co. 
Bruning Co., Charles 
Bruning, Pau! 

Bud Type Cleaner Co. 
Burroughs Corp. 


C-Thru Ruler Co. 

Can-Pro Corp. 

Carter's Ink Co. 

Central Printing Machinery Co. 
Challenge Machinery Co. 

Clary Multiplier Corp. 

Codo Mfg. Corp. 
Collins-Benton Co. 

Colonial Carbon Co. 

Columbia Ribbon & Carbon Mfg. 
Copease Co. 

Copy-Craft, Inc. 

Cotterman, |. D. 

Coxhead Corp., Ralph C. 
Cramer Posture Chair Co. 


Dehn, Jr., |. A 

Dennison Nite. Co. 
Denominator Co. 
Dewberry eagraving Co. 
Dick Co., A. B. 

on Ba well Corp. 
Diehl, G. m. b. H 
Ditto, Inc 
Duplicopy Co. 
Dupli-Voice, Inc. 


, Heinrich 


Eagle Pencil Co. 

Eastern Corp. 

Elliott Addressing Machine Co. 
Esleeck Mfg. Co. 

Evans Specialty Co. 

E-Z Sort Systems, Ltd. 


Faber-Castell Pencil Co., 
Faber Pencil Co., 


SS 
Eberhard 


3 
Facing, e. 91 
Facit, Inc. 155 
Federal Cash Register Co. " 201 
Filmotype 110 
Fiimsort, Inc. 187 
Fisher Pen Co. 238 


240 


Force & Co., Wm. A. 
Frankel Ribbon & Carbon Co. .. 
Friden Calculating Machine Co. 


Gates Associates 
Gavrin Press, Inc., 
General Binding Corp. . 
General Photo Products Co. 
Gestetner Duplicator Corp. 
Giobe-Wernicke Co, 
Gonco Mfg. Co. 

Graff Co., George B 


Arthur J. 


H. J. J. Co. 

Haida Engineering Co. 
Haloid Co. 

Halverson Specialty Sales 
Heno Co., Philip 

Harding Co., Milo 
Harper & Bros. 
Harris-Seybold Co. 
Hermetite Corp. 

Heyer Corp. 

Hill, Inc., R. O. H. 
Hush-A-Phone Corp. 
Hygienic Dental Mfg. Co. 


Imperial Desk Co. 

Industrial Shredder & Cutter Co. 
Ink Specialties Co. 

Inserting & Mailin Machine Co. 
Inter-Continental Trading Corp. 
International Business Machines Corp. . 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. . 


Jardin Associates, Inc. 
Kee-Lox Mfg. Co. 


Lamb Electric Co. 

Lee Products 

LeFebure ae 

Lester & Co., J. 

Litho Fade had & Research 


Manifold Supplies Co. 
Manpower, Inc. . eae 
Marchant Calculators, Inc. 
Maso Steel Products ... 
Master Addresser Co. 

McBee Co. 

Meilink Steel Safe Co. 

Mercury Printing Co. 
Milwaukee Metal Furniture ~~ 
Minnesota Mining & Mfg. 
Monroe Calculating stacking | Co. 
Moore Business Forms, Inc. 
Moore, Inc., P. 

Moran's Sons, Thomas ‘Z, 
Morris Co., Bert M. 
Multi-Counter Mfg. Co. 
Multistamp Co. 


National Blank Book Co. . 
National Business Show ..... 
National Cash Register Co. . 


THe Orrice—May, 1954 





National Litho Forms Co. .... 
National Vulcanized Fibre Co. . 
Neenah Paper Co. 
Nekoosa-Edwards Paper Co. . 
New England Paper Punch Co, 
Norta Distributing Co. .... 


Oerlikon Tool & Arms Corp. of America 

Office Products, Inc. 

Office Publications Co. 241 
Office Research Institute 65 
Old Town Corp. 183 
Olivetti Corp. of America 53 
Outlook Envelope Co. Pee 238 
Ozalid Div., General Aniline & Film Corp...54, 55 


Parker Steel Products, inc. .. 

‘Peerless Imperial Co. .... j 211 
‘Peirce Dictation Systems ; ; 181 
Pelouze Mfg. Co. : oekod aaa 237 
Photostat Corp. .. 8i 
Pitney-Bowes, Inc. ; Maia 209 
Plus Computing Machines, Inc. ........ 149 
Plymouth Rubber Co, .......... Ns 135 
Posting Equipment Corp. ....... 138 
Pres-To-Line Corp. of America . asia 118 
Print-O-Matic Co. Ae 236 
Pronto File Corp. sac ee 


Rapid Roller Co. . atieudevacke ae 
Record Files, Inc. . 15 
Regal Typewriter Co, . aa 233 
Regna Cash Registers, Inc. 59, 221 
Remington Rand Inc. 32, 33 
Replica Products Corp. ‘ 185 
Rex-Rotary Distributing Corp. 121 
Rite-Line Corp. nude 234 
Roberts Rubber Co., Weldon . 236 
Robertson Photo-Mechanix, Inc. 179 
Rogersnap Business Forms hina eye's 125 
Rol-Dex Division em 199 
Royal Typewriter Co. 122, 123 


Safeguard Corp. 237 
Saunders Mfg. Co. 203 
Schlegel Mfg. Co. 217 
Schwab Safe Co. 233 
Scott-Rice Co. 233 
Scribe Corp. 97 
Shaw-Walker Co. 105 
Shredmaster Corp. 18 
S-K Forms Co. 222 
Smead Mfg. Co. 200 
Smith-Corona, Inc. Cover Il 
SorterGraf Co. 189 
SoundScriber Corp. 29 
Speed-O-Print Corp. 38 
Spot Carbon Products 136 
Standard Duplicating Machines Corp. ........ i 
Standard Manifold Co. oe 169 
Standard Sales Co. 106 
Staplex Co. 194 
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Sten-C-Labi, Inc. ey : 24 
Stile-Craft Manufacturers, Inc. 153 
Sierms Co., H. M. .. 225 
Sturgis Posture Chai: Co. 25 
Swift Business Machines Corp. 142 


Tab Products Co. 21 
Tauber Plestics, Inc. 219 
Technygraph Co. 238 
Thomas Collators, Inc. 114 
Tiffany Stand Co. 42 
Todd Co. , 145 
Trans World International Service Co. 229 
Tubular Specialty Mfg. Co. 202 


Underwood Corp. Cover IV 
U. S. Carbon & Ribbon Mfg. Co. 235 
United States Envelope Co. 127 
Universal Cash Registers . 


Varigraph Co, 

Vari-Typer, The 

Victor Adding Machine Co. 
Victor Safe & Equipment Products 
Vogel-Peterson Co, . 

Voice Reporting Co. 


Watson Mfg. Co. . 

Wausau Paper Mills Co. 

Weber Label & Marking Systems 
Worden Co. 


Zip-O-Riter Co. . 











BIND your copies of THE OFFICE and save 
time looking for things in past issues. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 for 
your set of two binders (not sold singly) to 
Office Publications Co., 270 Madison Ave., 
New York 16. 





Automation II 

NE out of eight workers in 

the United States is employed 

in the country’s offices. The 

ratio of office workers to pro- 
duction workers has more than 
doubled in recent years. It did 
not advance by chanee. The prob- 
lems arising from our mounting 
living standards in all phases of 
government, production, distribu- 
tion, transportation, communiea- 
tions and finance called for this sei- 
entific development of the office 
with more appropriate equipment 
and methods. If some of us today 
are overburdened with paperwork, 
the processes of simplification will 
strike a needed balance. We only 
delude ourselves if we think our 
miles of filing cabinets will not con- 
tinue to grow. 

With office operations such a size- 
able cost factor, one hears much 
talk about the revolution 
promised by electronic machines. 

We do ourselves no service if the 
so-called electronic age in offices is 
not explored calmly and objective- 
ly. The revolution, when and if it 
comes, will be gradual. It will de- 
pend upon many more things which 
these machines still will have to do. 


loose 


242 


It will depend upon the very impor- 
tant capital cost factor—a real chal- 
lenge. And one must not assume 
that mechanical and _ electrical 
equipment will stand still. Automa- 
tion in the office is in the laboratory 
stage, if wishes to be honest 
about the subject. A trend in elee- 
tronic office operations that can be 
recorded with reasonable certainty 
is the establishment and develop- 
ment of service bureaus both by the 
machine manufacturers and _ inde- 
pendent service organizations. We 
think a lot of common sense was ex- 
pressed in the last annual report to 
stockholders by Stanley C. Allyn, 
president of National Cash Register 
Company : 

Important as pragress has been in the 
electronic fields, it sometimes seems that 
new developments are expected far too 
quickly. The introduction of electronics 
into average record keeping‘ will be a 
process of evolution rather than revolu- 
tion. It will be anything but realistic 
to assume that an entire new era of 
record-keeping machines is just around 
the corner. The only sound development 
is that which moves forward step by step 
with each step proved as it goes. The 
company’s concern with electronics is 
not so much with single Giant Brains 
as with record keeping in the average 
business up and down Main Street. 


one 


We urge no one to be alarmed by 
automation’s possible displacement 


of workers or mechanical equip- 
ment. Not long when 
punched ecard equipment was still 
young, experts predicted its replace- 
ment of all other mechanical equip- 
ment. Instead, the need for more 
and different office machines was di- 
rectly generated. So also will it be 
in this electronic evolution. 


too ago 
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ELECTRIC 
D-il DUPLICATOR 
Simplicity should be the name of this new Ditto electric 
duplicator, priced so low it is now within the reach of 
practically everyone. You need no special skills—just press 
the button and out come beautiful bright copies, in one 


to five colors at once—it’s automatic. Your last copies are as 
bright as your first with Ditto “Magic Copy Control’. 

This new Model D-11 takes paper or card stock, in any size 
from 3 x 5 to 9 x 14. Automatic counter gives you an exact 
count. See this new low priced Ditto D-11 all electric 
duplicator . . . Mail coupon below, 


* Blank Forms 
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3 Great 
NEW ways 


to improve your 
office operations 


Use the NEW Underwood “150” Standard: 
Typewriter... completely new from every 


angle. 

New Triple Touch .. new Diamond 
Set ..a new Color trol Keyboard 
...& wide choice of type styles...and other 
new features. 

We'll gladly arrange, without obligation, to 
let your secretary try a new Underwood “150” 
on her own work . . . in your own office. 


Use the NEW Underwood Sundstrand 
Adding Machine. New Multi-Fiex Con- 
trol, advanced design, plus the famous 
Underwood Sundstrand 10-key Touch 
Method Keyboard, sets you: = 


cycle speed ... superb quietness . 
Multi-Flex Bar, for all Cautadenk |, 


Use the NEW Underwood Sundstrand Pay- 
roll Machine. Produces the most complete 
yet smallest Pay Statement ever...only 3'%” 
wide...it eliminates the s-p-r-e-a-d type 
statement form. 


multiplication made easier and faster... 
easier correction of errors with new 
electric correction key. 


It simultaneously and automatically se- 
lects earnings and deductions registers 
while listing amounts vertically on the 
Pay Statement and horizontally on the 
Employee’s Earnings Record and Journal 
(columnar form). 

Automatic controls print everything 
automatically ... without any attention 
from the operator. 


Underwood Corporation 


Typewriters ... Adding Machines . .. Accounting 
Machines ...Carbon Paper ... Ribbons. . »Punched 
i s jectronic Computers 
Underwood Limited 
New York 16, N.Y. Toronto 1, Canada 
Sales and Service Everywhere 


See complete lines of Underwood Equip- 
ment at the NOMA Convention in St. Louis. 





0-5-54 enfin 
Underwood Corporation 


One Park Avenue, New York 16, N. Y. 

Please send me complete details on the NEW 
Underwood “150” Standard Typewriter..the NEW 
Underwood Sundstrand Adding Machine..the NEW 
Underwood Sundstrand Payroll Macaige 























